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ENTMOBUCTSON TO SCMOOL-TO-WOMIK 




Lester Thurow addresses the new work force demands of the twenty-first century an has book 
Head to Head and emphasizes their imppstance by saying . . the cousitsy that becomes the 
economic superpower of the twenty-first century will have the most highly trained work force.' 
He writes that during the twentieth century the world economy has been driven by the military 
industrial complex, with the United States recognized as the world's biggest superpower. But the 
world's economy is changing. 

Thurow predicts that the twenty-first century will be one of economic warfare amongthe United 
States, Japan, Germany, Asia, and the European Common Market. This competition will be 
governed by international business ground rules which permit much more involvement by 
government, banks, and competitors than among United States companies. 



Thurow says the seven key industries at stake in the new "world economy" ©re microelectronics, 
biotechnology, civilian aviation, building construction and new materials, telecommunications, 
robotics and machine tools, and computers and computer software. These industries are 
brainpower-driven and can be located anywhere in the world. 

EACMG THE (CM MJLE NGE 

More than half of South Carolina's high school graduates enter the work force. immediately after 
obtaining their high school diplomas, and another quarter do so before completing postsecondary 
training. Yet our state and the nation as a whole have not adequately addressed the needs of 
these "work-based students." 

The United States is the only industrialized country in the world that does not have a fully 
developed program for students to make the transition from school to work. As a result, our 
nation’s students often leave school ill-prepared for the demands and. expectations of the 
workplace. Many students in the United States lack good academic skills, marketable 
occupational skills, and appropriate workplace skills. Without these skills, students cannot obtain 
and maintain meaningful employment. 

BEYELOff HN(E A PLAN 

In response to these concerns, the South Carolina General Assembly created the South Carolina 
School-to-Work Transition Act of 1994 to establish a structure and direction for "a school-to- 
work system to equip all students with relevant academic skills, marketable skills, and appropriate 
workplace behaviors, through revisions in academic and vocational curriculum, establishment of 
career exploration and counseling initiatives, and a program of youth apprenticeship, mentorships, 
and workplace experiences ..." 



Under this new state law, South Carolina's nationally recognized Tech Prep system will continue 
to serve as the umbrella for school-to-work opportunities in South Carolina and to enable 
students to become informed, responsible, competent and productive members of society. 
Students will be prepared for the world of work and lifelong learning. 



IMP1JSMENTMG TEDS CHANGE 

The School-to-Work Transition Act of 1994 addresses a number of areas that require changes in 
the local school districts: 

o Elimination of the general track by 1996-1997 school year. 

o Implementation of a comprehensive career development program for kindergarten through the 
12th grade. 

o Installation of two curriculum paths of Tech Prep and College Prep by 1996-1997, meeting 
work force and college admissions requirements. _ . 

o Implementation of applied academic courses that are rigorous, relevant, and equivalent to 
college-prep courses. 

By implementing these changes, school districts wall raise expectation levels for all students. 

The challenge of education is to embrace the vision of change as we move to the twenty-first 
century. Old ways and old -habits will not get the job done! True educational reform must occur 
if w© are to be able to meet the challenges of the global economy through the preparation of a 
technically trained work force for the next century. 

As Thurow writes, the country with the best-trained work force will be the economic leader as we 
enter the next decade. The choice is ours. 
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SOUTH CAROLINA 
SCHOOIUTO-WORIK SYSTEM 
■ VISION STATEMENT 



A School-to-Work system should be a structured, high-quality, mainstream system, suitable for all students, 
including the college-bound. Such a system should integrate schools and workplaces, academic and vocational 
learning, and secondary and postsscondary educational institutions. St should provide students completing the 
system with both academic and industry. workplace sMlls which are rifely recognized md portable. While the 
approaches chosen to link school and work may vary, the components should be coordinated toward a minified goal, 
rather than a contradictory set of isolated experiments. 

Preparing students for employment and lifelong learning must be seen as vital if the state is to promote economic 
growth and ‘prepare for global competition. Tbs ^itaSyst for doing so is education. Therefore, the committee 
vigorously endorses a vision of School-toWork opportunities that includes: 

o a rigorous, relevant academic cmrric^lum to ©tpsp students with lifelong Seaming skills, good 
academic skills, marketable occupational skills, sM appropriate workplace behaviors to meet the 
needs of employee throughout the state;* 

o collaboration among employers, schools, colleges, universities, and agencies to successfully link 
educational and work-related experiences for students; and 
o feimsss and equitable educational opportunities for all students. 

To ensure tha t these principles translate into practice, She cosnmitee recognizes that our School -to- Work system 
must have the active support of partners representing schools, all agencies, postseoondary institutions, employers, 
labor, students, and parents. Only with broad^bsssfl support can we realize our goal of properly educating all of 
our young people. 




For Students 

o experience career awareness, exploration, and preparation in grades K-12, 
o receive rigorous anu relevant academe preparation; 
o earn income while learning; 
o connect education with the real world; _ 
o gain access to potential high tech and Mgh wage jobs; 
o develop po£ent! 0 l ejnployer contests to broaden OTipSoyfifiMit opportunities, 
o build self-confidence through successful experiences at school and work; ■ 
o receive personal attention to develop educafional.and career goals; and 
o connect to postsecondary educational opportunities. 

For Employers 

o obtain an expanded pool of qualified applicants; 

© provide a chance to screen potential employees; ^ 
o evaluate potential employees in work settings prior to luring; 

<s develop a reliable source for Mgh skilled work force; 
o reduce turnover of entry-level employees; _ 

o influence curriculum development to meet industry requirements; and 
o increase the competitive edge in the international marketplace. 



o reduce dropout rate, improve attendance, and increase enrollment; 
o increase student motivation to learn; 

o integrate hands-on, work-related Seaming and academic instruction; 
© raise student learning expectations; 

© expand existing programs; 

© improve placement rate of graduates; 

© serve local employers; 
o increase parental involvement; 
o expand post Mgh school options; 
o provide service to community; 

© enhance public image and reputation; and 
© expand resource base. 



For Communities 

© involve parents and families; 

© increase employment opportunities for dl students; 
o . provide individual growth and contributing citizens; 
o reduce dependence on public support; 
o enhance community prestige and improve business climate; 

O develop broad-based partnerships; and 

o enhance economic growth and development through an expanded skilled work force and taxpay 
base. 



SOURCES United States ©epartmemt of Education and Labor, Schmbto-Work Opportunities: An 
Owner's Guide, SdaooB-tto-Work Opportunities Center, Washingtons, ©C 
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All work-sit© experiences should include a combination of school-based learning, work-based instruction, 
and connecting activities which combine school-based and work-based learning. 



o include career awareness in Grades K-5; . 
o provide career exploration in Grades 6-8; 

o include career preparation in Grades 9-12; _ , 

o offer students the opportunity to develop a major and alternate career plan sn Grade 6; 
o enable students to revise and develop a <S- to 8-year career plan in Grade 8; 

o increase students' expectations; . 

o provide a rigorous and relevant academic curriculum that connects to work and/or apprenticeship and 



o integrate academic and occupational education that relates to a career major; 
ide support services for students who are behind their age peers; 

to high school completers (diplomas), postsecondary education (degrees), and apprenticeship 



q include work experience such as youth apprenticeship (preferably paid); 
o establish an agreement between schools and employers to provide a structure for rigorous and 
relevant work-site learning; 
o provide trained work-site mentors for apprentices; 
o establish and provide instruction in general workplace competencies; 
o include instruction in all aspects of industry; ( , 

o offer pre-youth apprenticeship experiences in shadowing, mentoring, and internships; and 
q lead to portable educational credentials and may include employer-recognized skill certificates. 



o' establish regional and local partnerships; t _ • 

o provide school Site mentors to assist students and serve as liaisons with parents, educators, 
employers, and other partners; , 

o develop school-based and work-based competencies to be mastered with assistance from employers 

and educators; ’ t . 

o integrate academic and occupational education to connect school-based and work-based learning; 
o train teachers, counselors, administrators, said mentors; _ 
o provide assistance for graduates in connecting to educational and career goals; 
o link educational programs with employer strategies to upgrade current work force; 
o provide assistance in assessing programs of school=to=work activities; and 

o include students, parents, educators, employers, and community agency representatives in school-to- 
work experiences and provide opportunities for students to connect school-based and work-based 
. learning. 



SOURCE; Sckool-t@-Wwk Opportunities Act cf H98>4 (Federal IFnnMte Law 1(0)3-239, May 4!, 1994). 
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The §<raflh CaroloBiia Tra^sM©® Act rf H994 was signed into tew by former Governor 

Carroll A. Campbell, Jr., on toe 15, 1994. The Act established e stracture to provide all students the 
opportunity to develop rigorous and relevant academic skills and to connect what they Seam m school 
with the real world through learning experiences in various work sites. School-to-work opportunities 
provide students worksite le&nniing experiences that combine classroom instruction with structured 
learning at the work site. These opportunities include, but are not limited to, the following: 

g ' Registered ApprenBtlleesMps Registered apprenticeship is a ^ training strategy that a) combines 
supervised, structured on-the-job training with related theoretical instruction; b) is sponsored by 
employers or labor/management groups that have ability to hire and train in a work enwonment; and 
c) includes a Bureau of Apprenticeship Training agreement with consent by all parties. Registered 
apprenticeships are identified with adults but may link to youth apprenticeship programs at the 
secondary level for students 16 years of age or older. 

© Yosith AppraiMk(^M[po Beginning as early as the 11th grade, students who are at least 16 years old 
will be able to participate in structured employer-sponsored training at the work site^while also 
attending school to complete rigorous academic courses and technical and occupational instruction. 
The experience may last three to four years and requires a signed agreement. Students may earn 
work-based course credit. 

o Cooperative EdMeattosns Cooperative education consists of joint arrangements between schools and 
employers, allowing students to receive occupational instruction in school and related on-the-job 
training to develop certifiable work force skills. Students may ©am work-based course credit. 

o InterasMps Internships provide a one-on-one relationship for ‘%mds-on” learning an the area of 
student career interest. A learning contract outlines the expectations and responsibilities of both 
parties. The student works regularly after school for three or four hours or # during the summer in 
exchange for the mentor’s time in teaching and demonstrating. The internship generally lasts from 
three to six months. 

o Seirvk© -ILeamiosgs Service learning provides students the opportunity to combine school-based 
learning with work-based activities in a community agency or project such as Habitat for Humanity. 
The student may participate as a member of a work team with specific goals and activities to be 
accomplished. The experience may last for 180 hours or more and may provide work-based course 
credit. 



o Shadowings Students may participate in half-day, full-day, or week-Song shadowing experiences 
which provide a broad overview of all aspects of a business or industry by allowing students to follow 
one or several persons on the job. These opportunities provide students exposure to various careers 
to assist in academic career decision-making. Shadowing may begin as early as middle school. 



o Mentorships Work-based mentoring enables youth apprentices to link with work-site mentors, 
experienced and qualified technicians who provide instruction in work force entry-level skills. Work- 
site mentoring is usually connected to a formal agreement through the youth apprenticeship 
experience. 

o §mjp©irvDsed! AgfriMtaimB Experiences Supervised agricultural experience is the actual jplanned 
application of concepts and principles learned in agricultural education. Students are supervised by 
agriculture teachers hi cooperation with parents/guardians, employers, and other ^ adults who assist 
them in the development and achievement of their educational goals. The purpose is to help students 
develop skills and abipties leading toward a career by connecting school-based and work-based 
learning. 




O 





TYPES OF WOMC-BASEIB) LEAMNG 
o Registered Apprenticeship (Grades 11° Above) 
o Youth Apprenticeship (Grades 1 1 - 14) 
o Coordinated Cooperative Education (Grades 12 - 14) 
q Cooperative Education (Grades 11-12) 
o Internship (Grades 10-12)° 
o Service Learning (Grades 3-12)° 
o Shadowing (Grades 7-12)° 
o Mentoring (Grades 5-12)° 
o Part-Time Work (Grades 10-12) 
o Volunteer Service (Grades 10-12) 

« The South Carolina School-to-Work Transition Act of 1994 addresses “a range of mentoring opportunities beginning no 
later than the seventh grade which includes traditional mentoring, shadowing, service-learning, school-based enterprises, 
and internships.” However, school districts may offer “mentoring opportunities” which they deem appropriate for students 
below the seventh grade level. 
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Registered apprenticeship is a process training strategy that combines on-the-job training with related 
classroom instruction to prepare highly skilled workers for American industry. Apprenticeship, by virtue 
of its success in preparing stalled workers, helps America compete more effectively in the global economy 
and contributes to America's economic development, sustained economic growth, and national security. 

In the United States today, there are approximately 40,000 employers offering registered apprenticeship 
training to more than 325,000 apprentices. These programs offer opportunities to diverse populations 
including minorities, women, youth and dislocated workers. Currently, approximately 80 percent of 
apprenticeship training positions are in the areas of building construction and manufacturing. Almost 
everyone agrees that apprenticeship opportunities have the potential to expand into the service, retail, and 
public sectors. The expansion would provide more opportunities for employers and citizens to connect 
work-site learning with education. 

BASIC STANDARDS FOR REGISTERED APFREMTICESHU? 

Programs registered by the Bureau of Apprenticeship and Training (BAT) must provide that: 

o the starting age of an apprentice is not less than 16 years of age; 
o there is full and fair opportunity to apply for apprenticeship; 

o there is a schedule of work processes in which an apprentice is to receive training and experience on 
the job; . # . . 

o the program includes organized instruction designed to provide apprentices with knowledge in 
technical subjects related to their trades (a minimum of 144 hours per year is normally considered 
necessary); . 

o there is a progressively increasing schedule of wages and that employers provide, fringe benefits; 
o proper supervision of on-the-job training with adequate facilities to train apprentices is ensured; 
o the apprentice's progress, both in job performance and related instruction, is evaluated periodically 
and that appropriate records are maintained; 
o there is employee-employer cooperation; 
o successful completions are recognized; and 

o there is no discrimination in any phase of selection, employment, or training/ 

CONNECTING YOUTH AFFMNTTCESMP WETH REGISTERED AFFRENTBCESMIDP 

Youth apprenticeship programs may be connected to registered apprenticeships in Grades 11-12 through 
the Bureau of Apprenticeship and Training (BAT). The following steps may be taken to determine 
whether a youth apprenticeship program may connect to an approved registered apprenticeship: 

o Contact the regional or state coordinator for programs registered by the Bureau of Apprenticeship 
and Training. 

o Determine whether a connection can be made with the youth apprenticeship programs being 
considered. 

o Bring all parties to the table to develop the connected apprenticeship program. . 
o Complete all requirements for youth apprenticeship and registered apprenticeship programs as 
outlined in this document. 



°For complete information and forms, contact: 

Bureau of Apprenticeship and Training 
L. Mendel Rivers Federal Building — Suite 313 
334 Meeting Street 
Charleston, SC 29403-6490 



Telephone: (803) 727-4326 - Charleston 

(803) 765-5S47 - Columbia 
Fax: (803) 727-4140 - Charleston 

(803) 765=5588 - Columbia 
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DEEHIMTION: Registered apprenticeship is a proven adult training strategy that combines on-the-job 
training with related classroom instruction and a signed training agreement that prepares highly-trained 
skilled workers for American industry and may be connected to secondary schools. 



PURPOSE: The purpose of a registered apprenticeship experience is to prepare workers to meet the 
work force expectations of employers at high levels and earn a “journey-person” level of certification. 

REGISTERED APPRENTICESHIP REQUIREMENTS: 

o determining the occupations covered by the program; 
o listing the major on-the-job training processes for each occupation; 
o allocating the amount or training time required for the apprentice to become proficient; 
o establishing the amount of time required for each process within the training agreement; 
o determining the apprentice qualifications required to enter the program; 

o including the appropriate classroom instruction needed to 'develop broad skills and knowledge related 

to the job; , . . , ... . 

o determining the number of apprentices to be trained using the ratio of apprentices to skilled workers; 
o determining the apprentice wage rate; 
o arranging supervision of apprentices;. 

' o signing an agreement of apprenticeship by all parties involved. 

REGISTERED APPRENTICESHIP STRATEGIES .FOR IMPLEMENTATIONS . In the 

development and implementation of registered apprenticeships, there are two courses of action open to 
employers based on whether or not their employees are organised. 

W THERE IS NO LABOR AGREEMENT: 

o Organize an apprenticeship advisory group consisting of the production manager, personnel manager, 
one or more craft supervisors and one or more skilled workers. 

o Determine all the knowledge and skill needed for the occupation or occupations to be included in the 
program. 

o Secure the cooperation of the workers and craft supervisors who will be expected to provide the 
apprentices with the direction and supervision on the job. 

o Have the advisory group arrange with the local vocational education director or school 
superintendent for necessary related classroom instruction or supervised correspondence-type 
instruction. 

o Appoint an apprenticeship supervisor to maintain the standards of training prescribed by the advisory 
group for the occupations involved, length of training, selection procedure, affirmative action plan, 
wages, tests, number to be trained, etc. 

o Write details of the program to set up apprenticeship standards. Local registration agencies will assist 
in the development of the apprenticeship standards. 
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■ IF T HEM E US A LABOR AGREEMENT; 



o Discuss the proposed program with the appropriate union official if the training involves employees 
who would he covered by the collective bargaining agreement. 

o Set up a joint apprenticeship committee to administer the program. The committee should have equal 
representation of labor and management, perhaps three from each. 

o Arrange for necessary related classroom instruction with the local school system, usually through the 
vocational education school director and/or through correspondence-type instruction. 

o Agree on a set of standards for training, including occupations, length of training, selection 
procedure, affirmative action plan, wages, number of apprentices to be trained, etc. 

o Develop an approved plan to establish standards of the apprenticeship program. 

© Determine whether the union has interest in jointly administering the apprenticeship program; if pot, 
the company should obtain a waiver from the union so that it can adopt the alternate course of action. 

NOTE; The mbmoibi nnay how a ttraicjiiffig ®n* dlatrscteir wh® could d® Much of the 

preliminary worfe 2an helping to service the apprenticeship program, 

TECHNICAL ASSISTANCE; 

Technical assistance is available in the planning and development of an apprenticeship program. 

o General guidelines for developing procedures and standards are recommended by the Bureau of 
Apprenticeship and Training (BAT) or a state apprenticeship agency recognized by BAT. 

o Published standards of apprenticeship in many occupations and industries can be of invaluable 
assistance in helping to formulate a program for your company or industry. 

o Consider the specific experiences of many employers you may know who are involved in on-the-job 
pre-apprenticeship programs. 

o Apprenticeship and Training Representatives from the Bureau of Apprenticeship and Training, US 
Department of Labor, or from state apprenticeship agencies are ready and willing to provide 
knowledgeable assistance in the development of apprenticeship programs. 

q Occupational educators at the state, county and municipal levels will assist in arranging for the 
necessary school-based Seaming components. 

AFFMNTICESMP AGREEMENT; This agreement is signed by each apprentice and the proper 
officers of the employer for registration purposes with the appropriate state and federal apprenticeship 
agency serving the program area. At the minimum, the followmg components should be included in the 
agreement: 



O 

O 

o 

o 

o 

o 

o 



o 

o 

o 



home address and birthday of apprentice; 
name of employer; 
term of apprenticeship; 



wage schedule; 

length of probationary period; 

outline of the work process schedule; 

number of hours per year the apprentice will attend class, the names of subjects, and name of the 



school; 

any special provision need listed as credit allowed fpr previous experience; 
signature of the employer, apprentice, paremt(s), or legal guardian(s); 

written permission of the student’s parents) or legal guardian(s) for the student to engage in the 
school-to-work experience; and 
complete emergency information form. n 
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EMERGENCY INFORMATION FORMS The emergency information form must include, at a 
minimum, the following: 

o student’s name; 
o student’s Social Security number; 
o appropriate medical information about the student; 
o insurance coverage for the student; 
o parents’ or legal guardians’ names; 
o parents’ phone numbers (work and home); 
o parents’ home address; 
o parents’ work addresses; 

o emergency contacts (names and phone numbers); and 
o signature of parent(s)/guardian(s). 

TIME COMMITMENT: The length of the apprenticeship experience may last from 1 to 6 years (for 
person 16 years of age or older) involving between 1,000 and 12,000 hours of continuous classroom and 
work-based instruction. 

COMPETENCIES TO EE TAUGMT; Teachers and work-site mentors will develop school-based and 
work-based competencies to b@ mastered by the student(s). Th© competencies must be taught and 
assessed at the school level and at the employer site. 

ARTICULATION AGREEMENTS; Secondary and . postsecondary educators should develop 
articulation agreements which ©nable students to earn Technical Advanced Placement (TAP) credit at the 
local technical college. 

CRE©ENTIAL{S); Apprentices may receive a high school diploma, occupational certificate associate 
degree, work-site certificate of mastery, or journey-person certification awarded by the Bureau ot 
Apprenticeship Training. 

EVALUATION; Work-site evaluation of the youth apprentice’s performance will be conducted by the 
employer mentor. School personnel will conduct regular on-site visits to monitor the progress of the 
student learner. 

TRANSPORTATION; Students and parents should provide transportation, and in some cases, the 
school or school district may make transportation arrangements for students to and from the work site. 

INSURANCE COVERAGE; Employers, students and parents must complete forms documenting 
appropriate insurance coverag©. All state and federal child labor laws must be followed for student 
learners under the age of 18. 

REGULATIONS: Apprenticeship programs must meet all US Department of Labor Bureau of 

Apprenticeship and Training and other related federal and state regulatory requirements. 

EMPLOYMENT COMMITMENT: Students in registered apprenticeship programs are identified as 
employees of the sponsoring ©mjploy©r s and the possibility of coifttaued employment is very high. (Note. 
The employer always reserves die right to terminate or suspend employment if conditions of business 
should change and make such action necessary.) 

SOURCE; The United States ©apartment ®f Lafcor 

NOTE; Ufa munion is involved, Sts approval may toe necessary. If a joint apprenticeship committee 
exists, the agreement would toe approved toy the committee. 
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HISTORY OF AI?FKEEOTOS§3HDDP 

Apprenticeships enjoy a rich history. Emerging in America from Europe in Colonial times, the 
earliest American apprentices enjoyed a positive master/apprentice relationship in which the 
apprentice worked to reach journey-person status as an artisan. As the industrial revolution took 
over America, apprenticeships changed wherein short-term apprenticeships which taught narrow, 
machine-directed aspects of a skill or production process eventually phased out the master artisan 
type of training. Modem industry demies apprenticeship as a system in which, a young work® - is 
given thorough instruction and experience both on and off the job in all practical and theoretical 
aspects of the work in a skilled trade. 

In the 1920s, business, education, unions, and government, came together to form a uniform 
apprenticeship system; in 1937, the Apprenticeship-Training Service (now the Bureau of 
Apprenticeship and Training) was established within the US Department of Labor. Today, the 
Bureau of Apprenticeship and Training (BAT) provides service to existing apprenticeship 
program sponsors and assistance to sponsors who want to establish an apprenticeship program. 
BAT is an organization that supports actual apprenticeship training programs. Currently,. BAT 
classifies over 800 occupations; these occupations tend to be manual, technical, or mechanical in 
nature, require specialized skills and knowledge, and are generally learned in an applied manner. 
Currently, with the exception of the construction tradp, US employers rarely use apprenticeship 
programs even though evidence shows that apprentices are better motivated, leam their jobs 
faster, attain artisan status quickly, and are more likely to become supervisors. 

THE NEE© FOR YOUTH AFPIMOT1CESMP 

In spite of these positive attributes, today's apprenticeship system is primarily designed for adults 
already in the work force. While registered programs can begin at age 16, students have generally 
not been encouraged (either at home or at school) to pursue this type of training in the. past. 
Furthermore, because the majority of young people today lack training, and psychological 
preparation for the world of work, many youth spend up to a decade drifting from job. to job 
before settling into stable employment. Presently, all highly industrialized nations (including the 
US) are working to link education and training. President Clinton's School-TorWork 
Opportunities Act provides state and federal moneys for adminirterirog, supporting, and 
establishing apprenticeship programs so that. American youth are trained ana ready to enter into 
meaningful, relevant work. 

Japan and Germany, the United States' primary economic competitor, have programs which 
might seem to provide models for our school-to-work programs in this country. However, in 
spite of the fact that both Japan and Germany have been successful at preparing their youth for 
work, one must carefully scrutinize the underlying cultural differences of each country. . The 
Japanese value collective good over individual desires, and the government (not corporations) 
decides the country's long-range economic goals. Furthermore, many women leave the. work 
force upon having children and choose to augment their children's ^location with tutoring at 
home after school. Coupled with the Japanese tradition of lifelong employment, these factors 
combine to prepare Japanese youth for occupations which will fill industry needs and maintain the 
nation's economic viability. 



On the other hand, Germany's "dual system" excels at integrating academic and applied learning 
throughout its educational system, but, in this system, students are permanently tracked into one 
of three types of schools at an early age. Most Americans deem permanent tracking undesirable 
and unfair. Also, the German government plays a more prominent role than the US government 
in attempting to control the national economy. 

CONCLUSION 

South Carolina's challenge is to bring both public and private entities together to find a way to 
deliver these much needed school-to-work programs in accordance with state legislation. 
Development of youth apprenticeship programs on a broad basis will boost productivity, improve 
the preparation of youth for the skill demands of a global economy, and offer disadvantaged youth 
an avenue into the economic mainstream. Establishing §chool-to-Work partnerships with the 
private sector will establish a common ground for more open, effective communication and will 
break down barriers of mutual distrust. Parents, teachers, counselors, principals, employers, ana 
administrators must all be .involved if youth apprenticeships and other work-based learning are to 
be successful at creating a generation of lifelong learners who are ready to meet the high-level 
skill needs of the private sector. 



SOURCES Southeasteim Regional Visions for Education (SERVE), Tallahassee, Florida, 




DEFUMTEON; Youth apprenticeship is a highly structured program that may . connect to m adult 
apprenticeship lasting three to four years for students who are age 16 or older and in the eleventh grade. 
Apprenticeships provide work-based employer training that connects to secondary school. Isucn 
programs provide a solid academic core curriculum combined with and enhanced by a 
technical/occupational program and also include a formal written agreement denning specific academic 
competencies and workplace skills to be mastered. 

FTOFOSEs The purpose of a youth apprenticeship experience is to provide students the opportunity to 
connect what they learn in the school setting with work-site application to enable a smooth transition into 
the work force or postsecondary education upon high school graduation. Students may benefit m a 
number of ways which include: 

o developing a basic foundation of applied academics and mastery of technical skills; 
o making a smooth transition from one level of education to the next; 
o earning both secondary and postsecondary educational course credit; 
o connecting to an adult apprenticeship upon high school graduation; and 
o preparing for the twenty-first century technical work force, high wage jobs and lifelong learning. 

youth APPffiNramiennp moidel i^oumemishts; 

o offering opportunities for students beginning in the eleventh grade a course of study which integrates 
academic, curricula, work-site learning, and work experience leading to high school graduation with 
post secondary options and preparation for the world of work; . , 

o requiring students participating in the work-based component to be at least 16 years of age and in the 

eleventh grade; . . , .. 

o requiring a signed agreement by school, employer, parents or legal guardians, and student stipulating 
that the employer will provide work-based competencies that integrate with school-based 

competencies; . . 

o requiring written' permission of parents or legal guardians of students who perform work at a 
nonschool location pursuant to an apprenticeship or mentoring program under the provisions of this 
act to engage in such work experiences; 
o providing a list of academic, occupational and work-site skills to be offered; 
o integrating school-based and work-based competencies with connecting activities; . 
o awarding of credentials based on both academic and occupational skills; 
o developing articulation agreements) with related postsecondary programs; 
o coordinating the development of broad-based school-to-work partnerships; and 
o requiring documentation that students are appropriately covered regarding workers’ compensation, 
insurance and liability, or other issues related to the school-to-work system. 

YOUTH AEgRENTlCEglSDDP STRATEGIES FOR EMPLEMEMTAIION; In the development and 
implementation of youth apprenticeships, the following elements are essential: 



o development of broad-based school-to-work partnerships; t . 

o rigorous and relevant academic instruction that prepares students with competencies to enter the 
work force or postsecondary education; . . , , 

o quality occupational education programs .that include work-based experience and an m-depth 

perception ofbusiness and industry expectations; ... . • . „ 

o specific occupational practices, skills, and abilities in broadly accepted business and industry 

standards; , , 

o general workplace competencies, including the ability to manage resources, acquire and .use 
information, work productively with others, understand and master systems, and work with 
technologies as delineated in the SCANS report; 

bestcopyavailable 
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o assessments which appropriately measure aptitudes, abilities, and interests essential for preparing 
students for a specific career; 

o career development and exploration (K- 12); _ _ _ . 

o career guidance to inform and assist students in planning appropriate courses of study needed to 
prepare for a career and farther education; 
o awarding appropriate school-based and work-based credentials; 

o assurance that state and federal laws relative to health, safety, workers’ compensation, and liability 
apply to youth apprentices and that youth apprentices do not displace current workers; _ 
o placement of students who have successfully completed a youth apprenticeship in full-time 
employment that is directly related to the course of study in which they have been trained and/or 

certified; and . 

° assistance to students who plan to pursue post secondary education or further work preparation 
through an adult apprenticeship program. 

STUDENT ©ENIMTS; Students involved in youth apprenticeship will: 

o explore connections between school and work; 
o raise their level of expectations; 
o ■ improve their academic skills; 
o explore career interests in particular areas; 
o learn. from skilled mentors; 
o earn two-year postsecondary credits; and 
o increase career and employment options. 

STUDENT MSPONSIBIlMTIESs Students participating in youth apprenticeship must: 

o be interviewed and meet eligibility requirements; 
o be selected to participate by the employer; 

o sign a memorandum of agreement along with parent(s) or guardian(s) and employer; 
o maintain an acceptable academic record; 
o maintain an acceptable work-site performance; 
o be evaluated regularly to determine progress; 
o fulfill academic requirements for high school graduation; _ 

o master both the school-based and work-based competencies in the youth apprenticeship program; and 
o ' develop an educational plan that includes at least two years of postsecondary education. 

EMPLOYE®. BENEFETSs Employers should play an active role in shaping the curriculum to shape the 
quality of their future work force. They can assist by providing opportunities to: 

o increase the skill level of potential employees; 
o recruit, screen, and select future employees; 
o reduce turnover by hiring and training youth apprentices; 
o assist in the development of skii standards; and 
o improve their competitive positioning in the global marketplace. 

EMPLOYE® MESPONSBBILIITIESs Employers should be involved in shaping school-based and 
work-based curriculum and establishing skill standards at the local and state level. Employers involved in 
a local partnership will: 

o recruit, select, hire, and train students 10-20 hours per week over 1-2 years; 
o consider paying youth apprentices an acceptable wage; 
o provide workers’ compensation coverage if the school district cannot; 

o sign a memorandum of agreement with the student, parent(s) or guardaan(s), educators), and 
employer outlining expectations, objectives, and responsibilities; 
o provide trained mentors to supervise, train, and assess youth apprentices; 
o involve labor in developing and operating the youth apprenticeship program if appropriate; and 
o evaluate and provide a report to the student and school on the apprentice’s performance. 



PARTICIPATION IN WORK-BASED PROGRAMS: School districts are encouraged to place all 
qualified students in a work-based program; however, the number of students placed will depend on me 
number of opportunities available in the community. Selected criteria will be determined by the school 
district and employer. 

TECHNICAL ASSISTANCE? School districts are encouraged to seek technical assistance through 
workshops, conferences, and/or institutes provided by the State Department of Education or other 
sources. 

AGE OF STUDENT: School districts must develop policy and procedures to ensure that students who 
participate in the youth apprentice work-based opportunities are at least 16 years of age, are in at least 
the eleventh grade, and are adequately covered by insurance. 

REQUIRED DOCUMENTATION: Students and parents/guardians should complete all forms 

documentmg appropriate insurance coverage. The Department of Commerce has developed guidelines 
related to the employment of students and liability and msumce issues, subject to approval by the 
General Assembly. 

MEMORANDUM OF AGREEMENT: This agreement forms the basis for the student’s work-based 
and school-based education program. At a minimum, the following components should be included in the 
memorandum of agreement: 

o intent of the program; 
o duties of the various parties; 

o competencies to be taught and assessed at the school level; 
o competencies to be taught and assessed at the employer level; 
o time frame of the experience; 

o signatures of the student, school representatives), employer, and the student’s parent(s) or legal 
guardiam(s); , . „ , s 

o written permission of the student’s parents or legal guardians for the student to engage am the scrtool- 

to-work experience; and 
o emergency information. 

EMERGENCY INFORMATION FORM: The emergency information form must include, at a 

minimum, the following: 

o student’s name; 
o student’s Social Security number, 
o appropriate medical information about the student; 
o insurance coverage for the student; 
o parents’ or legal guardians’ names; 
o parents’ phone numbers (work and home); 

° parents’ nome address; 
o parents’ work addresser 

o emergency contacts (names and phone numbers); and 
o signature of parent(s)/guard5sn(s). 

TIME COMMITTMENT: Students may be involved for 3-4 years in Grades 11-14 including summers. 
Most students will begin the work-site experience in Grade 12. 

COMPETENC IES TO BE TAUGHT: Teachers and work-site mentors will develop school-based and 
work-based competencies to be mastered by the students). The competencies must be taught and 
assessed at the school level and at the employer site. 

ARTICULATION AGREEMENTS: Secondary and postsecondary educators should develop 

articulation agreements which enable students to earn Technical Advanced Placement (TAP) credit at the 
local technical college. 
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CM©ENTHAI/{§)? Youth apprentices may receive a high school diploma, _ occupational certificate, 
associate degree, work-site certificate of mastery, and/or journey-person certification awarded by the 
Bureau of Apprenticeship and Training. 

EVALUATION: Work-site evaluation of the youth apprentice’s performance will be conducted by the 
employer mentor. School and college personnel will conduct regular on-site visits to monster the 
progress of the student learner. 

TRANSPORTATION ? Students and parents should provide transportation, and in some cases, the 
school or school district may make transportation arrangements for students to and firom the work site. 

INSURANCE COVERAGE? Employers, students and _ parents must complete forms documenting 
appropriate insurance coverage. AH state and federal child labor laws must be followed for student 
learners under the age of 18 . 

EMPLOYMENT COMMITMENT? Usually there is no commitment of full-time employment on the 
part of employer or student. 

FOR AOMTIONAL INFORMATION? See Work-Bm&S Memforng in the Mentoring section of this 
document. 




:u 



My child, 

(Name of Student) 

school-to-work activity at 



(Work Site Location) 



has my permission to participate 

beginning and ending 



m a 



I wall be responsible for arranging transportation for my chid t® and from the work sate. My permassDom 
as given for my child 4® mceive emergency medical treatment to ease off injury sir mess, it aaMemaiiaei 
tbit school personnel will not be present when the student os at the sat® and ei mot b® responsible tor 
cfinildL 



TO BE COMPLETED W TM1E SCHOOL MPTOgENTATIlVEi 

Name of Employer: - 

Address of Employer: : 

Nature of Work: 



Are empBoyees/workers at this work site engaged in hazardous occupations? 




No 



Will the school-to-work opportunity for this student involve a hazardous occupation as delmed minder the 
Federal guidelines? ... Yes - N® 



Nature of work in the school-to-work opportunity: 



Employer/Contact: 



TO BE COMPMETEP BY TfflE ff ABEMYS1 OM OTAMMANg 



Home Address: 



The district shall not he liable for any injuries sustained by the student’s participation in this program. I 
have read the above information and folly understand and agree with the content. 



(Parent/Guardian Signature) (Date) 





Note: Reform to coordinator. 
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Liability and/or Bonding 

Workers’ Compensation 

Health/Accident 
Name of Health/Aocident 
Insurance Company: 



Insined: 



Policy ft 



(Note; Meacc adenlinfs 1 wfiao 5s nurovidigiR eoveroge by placiiBK act (X) Boa fifes aiitprcpiraafte space.) 






List medical information about the student that would be helpful in case of an emergency. 
Allergic to medications? ( ) Yes ( )No 



If yes, what medicatiosss? : , 

List any allergies ok* other medical problems of the student _ „ r _ T . - — ^ ^ 




• 




Parent /fiuairdn am IVTcitmft* 


Worts Phone: . 


Wnrymto/vp*. Wawift/ A rirf 7&cr, ' 


Pftreaffit/fSnoffHflflin 'Mamie* 


Worts Phone: 


Wrirfrnilarv* M«mpyArMrp_cc* _ 


Pai^nf /Hi Median THfnme Address* 


Home Phone: 


Emergency Contact: 


Phone: „ ,, 


1 ■ ■ ff- -rf tSB-BBSB. B -L JSLii . 71 ■ - *— * 

1 conBMiaft for may <sMM ft© irassnve emetrgmy nsedM ftreotaeiaft m eacs of fojway or 
acmimftc Co tJOa® toft of say kro©^Mg®o 


iflaeosu TTEse BrnffomaftSo® jpowndledl So 


Parent/Guardian’s Signature 


Date 



Parent/Guardian’s Signature 



Date 



Student’s Signature 



Date 




Note: This Jon® should be kept on tile at school 
at the work ait®. 



Mite student io participating to a school-to-worts activity, a copy should also be on Me 
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Y0UTIK1 APPRERSTBCESHOP 
IMElMlOKA^DyiMl ©F AGREEMENT 



Student Nam® School Year 

Homa Addrass _ 

Telephone Number Social Security Number 

High School and Address 

Career Center and Address 

Parent or Legal Guardian Name 

Home Address 



This memorandum of agreement is part of federal and state school-to-work transition guidelines to 
provide students the opportunity to make the transition from school to work and b® prepared to 
compete for the emerging high skill technology careers for the twenty-first century. A written 
memorandum of agreement must be signed by the employer, educator, student and parent/guardian 
that outlines the training plan and the expectations of all parties involved. The schools and 
employers participating in this memorandum of agreement are equal opportunity organizations and 
do not discriminate on the basis of race, color, religion, national or ethnic origin, disability, sex or 
age. 




LENGTH OF AGREEMENT: • 

STUDENT TRAINING PLAN: The student training plan, as developed by 

in coordination with the school district, shall be followed. The plan will include competencies to be 
mastered, connection of school-based and work-based competencies, career development 
information, and training activities scheduled for the school year. 

WAGES: Wages may or may not be paid during the training program. . — is 

conducting work-based training as a classroom and training labs program, and upon completion, the 
student will be available for employment, adult apprenticeship, and/or postsecondary education. 

SCHEDULE OF CLASSES: Students participating in the program may train at the work site up to 
four hours a day, 20 hours per week. Training Schedules will generally follow th© school schedule 
regarding school days and holidays. 

EXPECTATIONS: The student successfully completing th® program will receive a certificate of 
mastery. Upon graduation from high school, the student will receive a high school diploma and an 
Occupational Skill Certificate of Mastery upon successfully completing th® expected competency 
levels; The student wilt be prepared to enter th® work force, participate in an adult registered 
apprenticeship program, pursue an associate degree at a two-year college, or apply for admission to 
a four-year college or university. 



PTOV^BO^S OF TERMINATION: 

This agreement may bo terminated for any of the following raasons: nonperformance on th® part of 
the student or employer, relocation of either the student or employer, or change In the student s 
career choice. Th© employer and school must be notified prior to termination by the student. 



THE STUDENT W8LIL: 

b Be prompt and maintain regular attendance at school and the training site. 

b Obey all rules and regulations at school and the training site. 

b Maintain high academic and training standards. 

b Call appropriate school and trailing personnel if late or absent for reasons beyond 
the student's control. 

b Arrive at training sit© appropriately dressed. 

b Communicate openly with school coordinator or training mentor concerning any 

problems, concerns, or conditions that are interfering with progress at school or the 
training sits. 

PARENT(S) OR 0UAROOAM WILL: 

b Grant permission and give support for schoohto-work participation. 

b Inform instructor/coordinator of information vital to th© performance and success of 
th© student. 

b Provide transportation to and from the training site. 

b Attend any meetings or activities to promote or monitor th© student's progress. 

b Provide appropriate medical Insurance coverage. 

EMPLOYER TRAINING PARTOER mi: 



Provide a comprehensive training plan developed in coordination with th© school 
districts. Th® plan includes work-toasod competencies and school-based 
competencies fee® attached lists.} 

Appoint a training supervisor/mentor for th® student. 

Provld© appropriate training space and equipment. 

Ensure that appropriate accident, liability, and workers' compensation Insurance 
coverage is provided for school! and employer training sites. 

Assess student's progress on a regular basis. 

Notify the sending school if th® student is absent without notification. 

Provide safety instruction for student training. 








p Permit the school's representative!©} to visit the student and supervisor at training 
site. 

p Refrain from hiring a student prior to completion of the training program and school 
year; not displace a regular employe®. 

pi Maintain appropriate records. 

p Award a Certificate of Mastery 

THE SCHOOL WILL: 

p Appoint a coordinator to assist students at school and th® training sit®. 

p Work with the employer training partner in developing a comprehensive training plan 

that includes work-based and school-based competencies. 

p Monitor each student’s progress at th® training sit® periodically. 

p Assist students in planning and Integrating school curriculum and training with 

emphasis, where possible, on .applied academics and related occupational courses. 

p Adjust class schedules when necessary to accommodate students. 

p Provide individual career guidance to assist th® student in deciding th® next career 
progression step after high school. 

p Assess student performance. 

p Award school credit for th® education/training. 

p Provide accident, liability, and workers’ compensation insurance coverage for school 
and training sites through their regular insurance carrier. 

p Maintain appropriate records. 

p Award Occupational Skill Certificate 



Student 


Date 


Paront/Guardian 


Date 


High School Principal 


Date 


Employer 


Date 


Career Center Director 


Data 


Scfaool/Dsstrict Coordinator 


Data 



MOTE: A special thonko t© th© Trident Area (Consortium far the Teehnnlogios and Robert Roach 

Corporation for granting permlsoion for use of their agreement. Some modifications wore 
made to tho original ogroom®nt. 
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Student’s Career Objective: 

School/Address: 

Instructor: 



Sciiool-to-Work. Coordinator: 

Employer Site/Address: 

Supervisor/Mentor: 



Phone: 

Phone: 



Phone: 
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HIT atMattomaB sjpac® ns ia®®d!edls> attach ant GK&ra sheet off jpapeir. 



COPY AVAILABLE 
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Student’s Name: 
Home Phone: 



Social Security Number: 
Birthday: 



Student’s Career Objective: 

Schooi/Address: 

Instructor: 



School-to-Work Coordinator: 

Employer Site/Address: 

Supervisor/Mentor: 
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DATE: 

TO: : 

FROM: 

STUDENT: 

SUBJECT: 

A number of corporations and businesses have expressed their commitment to the School-to-Work 
Transition Act of 1994 by agreeing to participate in the school district’ s_ youth apprenticeship program. 
Their responses represent the opportumit "or a mutually beneficial relationship among the schools and 
corporations and businesses in this county. 

The school district’s youth apprenticeship program introduces the student to a particular occupation. by 
pairing the student with a mentor. The apprentice will participate at the work site for a specified period 
of time to develop a better understandmg of the requirements of a particular career. On© of the 
objectives of the program is to recognize the unique interest of each student and provide career and job 
experience to help students besom© mor© focused on a career goal. 

Student apprentices must be recommended to participate in the program. Please give your. candid 
assessment of the above student’s academic performance, intellectual promise, and personal qualities by 
completing the following check list. 



1 


Excellent 




Fair 


Po®r 


Motivation and attitude toward 
learning 










Ability to follow directions 










Attitude toward authority 










Ability to work in groups 










Willingness to conform to rules and 
regulations 










Enthusiasm and interest toward school 
work 










Display of courtesy and respect 











Comments: 



NOTE; IRetuinm 4® $®®irdl5naa4©r 
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TO: 



FROM: 

DATE: 

SUBJECT: 



(Name of Student) 



(Name of School Coordinator) 



Your youth apprenticeship experience is scheduled to.begin on: 



from 

with 



(A.M.) 



(Date) 
to 



(Name of Company) 



(P.M.) 



Your mentor at the job site will be: 



His/Her phone number is: 
Company address: 



NOTEs If yosa have a any upesftioims atooaatt y®Bai? asBagnamemC, [pleas® eomtocG yeans* scfineol 
ceoirdlaDsatoiro ISeftoamm Shis eomipMedl ffoirm 6© ©©oircflSffiatoiro 
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This is to notify you that will b© excused from school on 

(Name of Student) 

to participate in an apprenticeship. This is to be treated as a work-based 

(Date) 

learning experience. The student agrees to arrange for make-up work prior to the apprenticeship. 



(Principal’s Signature) 

. Teaetoeir 

1 . 

2 . 

3 . 

4 . 

5 . 

6 . ' 

7 . 

8 . 



(Coordinator’s Signature) 



NOTE; Return to cocirdimatoir 
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Student Name: 

Occupational Area: • 

Youth Apprenticeship Site: — 

Place a check in the space beside each rating /hich best describes your youth apprenticeship 
experience. 

1 . How would you rate the experience? 

Excellent Good Average Fair Poor 

2. Did the experience meet ypur expectations of the work-based learning experience? 

Yes No 

3 . Do you feel the mentor exposed you to a variety of responsibilities related to the 
occupation you were experiencing? 

Yes No 

4. Did the experience change your mind about your career plans? 

Yes No 

5 . What is the best thing that has happened to you in this program? 



6. How can the program be improved? 



Comments: 



NOTE; Retnnrmi to coordinator 
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Name: ’ Homs Phone: 

School: School Phone: 

Coordinator: 

Youth Apprenticeship Site: 

Youth Apprenticeship Mentor: 

Occupation: 



SUGGESTS© ACTWinniESs 

1 . Introduce the student to the staff. 

2. Explain the youth apprenticeship. 

3. Tour the facility (if possible/practical). _ . 

4. Create a youth apprenticeship plan for the student related to his/her career interest. This plan must be 
completed in advance of the student’s arrival. 

5 . Expose the student to the same routine a new employee would experience. 

6. Answer questions that the student has regarding the job. 

OFFERS ANSWERS TO THE FOLLOWING QUESTIONS; 

1. Describe the mentor’s occupation. (What are Ms/her duties?) _ # . 

2. Describe the working conditions associated with the youth apprenticeship experience (i.e., physical 
working conditions, amount of overtime required, stress lev 4, amount of responsibility, amount of 
travel required, etc.). 

3. What is the mentor’s educational background? What school subjects does he/she feel would be 
most helpfhl to prepare for this position? 

4. What does the mentor enjoy most about this position? 

5. What does the mentor find most difficult, stressful, etc., about this position? _ < 

6. • What recommendations would the supervisor offer to someone who is interested in entering a similar 

position? 

7. In the mentor’s opinion, what type of attitude, personality traits, or personal characteristics are 
important in order to be successful in his/her career field? 

8. What opportunities are there for advancement in this career field and related fields? 

9. Describe the mentor’s role. 

10. What are the starting salaries and educational requirements at this company for persons who hold the 
career positions in which the student has interest? 

1 1 . What does this company do to encourage its employees to continue their education? 

12. What are some good ways for students to find out about this career and other related courses? 



NOTE: It Is the policy off tth whoo! district that bo person ©m the fensis of race, color, religion, national origin or ancestry, 
age, 202, marital states, Caac. .icap, or dUsadvaatagB shcaM fee cticcrimtoated again oft, endtadM (From participation to, taiied 
tttoffi feameffits off or otherwise fee rabjested] S® dlicertotoaticai 5 ® ony program os' ccSMGy. 
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Student: 

Youth Apprenticeship Mentor: 

Youth Apprenticeship Site: — 

Evaluate the stademt’s performance ©stung the following scale. Place a check Sas the space 
fijsstde each rating which -best describes the otftademtt’o performance during the internship 
experience. 





Excellent 


Good 


Fair 


Poor 1 


Attitude 










Punctuality 










Cooperation 










Enthusiasm/Interestt 










Courtesy 










Proper attire 










Willingness to accept guidance 










Willingness to conform to rules and 
regulations 






• 




How would you rate the Youth 











How could this program be improved? 



Comments: 



NOTE: Return to coordinator 
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School: 



Student’s 

Name 


Youth 

Apprenticeship 

Site 


Sot® 

Address 


Telephone 

Ncamtoer 


Site [ 

Supervisor 


1 . 








| 


[2. 










3. 










4. 










5. 










6. 










7. 










8. 










9. 










1°. 










11. 










I 12, 










13. 










14. 










15. 










16. 










17. 










18. 










19. 










20. 








. . 
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Coordinator’s Name: 



For the Period: 



(Beginning) 



19 to 

(Ending) 



19 




(Coordinator Signature) 



NOTE: It 5s the policy of the ecfecol district that bo psrsoa ®a the feasao off rasa, color, raligjoa, national 
origins or ancestry, age, ess, marital states, handicap, or dlgadvamtage shoaM fee discriminated ^against, 
excluded from participation Ins, denied t&e feeDcfflto of or otherwise fee satojected to cSSscriaEtiaatBOffl in a 
program or activity. 
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South Carolina, like many southern states, is experiencing a rapid inc« in population. New industries 
are moving into the state, thereby changing the skill requirements £• vork force entry. Those that 
require advanced academic occupational skills are among the fastest ^ owing careers. Technology is 
changing the workplace dramatically in how jobs are performed while increasing productivity and the 
speed with which quality products are produced. 

The need for early and continuous emphasis on the relationship between the curriculum and the 
workplace has been supported by a survey conducted by the South Carolina Chamber of Commerce. The 
survey revealed that employers are expecting students to understand what work requires and how to 
connect a rigorous academic curriculum with the high-tech work environment. When parents and the 
general public have been surveyed during the past, the vast majority believe that students should plan 
career goals that would enable them to: hold a good job, be self-supporting, get along with others, and 
be successful. 

The majority of the parents believe that the only way to reach successful career goals is through a four- 
year college degree. According to the United States Bureau of Labor and Statistics, only about 25 
percent of the jobs in the year 2005 will require a four-wear college degree. The article, I Am at the 
Bottom of the Funnel, published in the Occupational Outlook Quarterly, states that a baccalaureate 
degree no longer assures a graduate of a good job. Four-year college graduates are competing more 
often with two-year associate degree graduates and non-college graduates for job openings. The majority 
of the jobs for the 90s are requiring higher-level technical skills in- the mid-level technologies. According 
to the United States Department of Labor, by the twenty-first century, approximately two-thirds of 
today’s kindergarten students will fill jobs not in existence today. 

The challenge facing employers and educators is to prepare graduates to enter the work force to meet the 
skill demands. The curriculum must be rigorous and relevant .and connect school-based learning with 
work-based application. Coordinated cooperative educations! experiences that connect to the world of 
work and postsecomdary education will provide students with opportunities to prepare for this new work 
force. Cooperative education will continue to serve a vital educational role at the secondary level to 
provide work opportunities that connect to school-based learning. 

COOPEffiATP^E EMJCATMM: Cooperative education is a method of instruction in occupational 
education for individuals who } through written cooperative arrangements between the school and 
employers, receive instruction, including required academic courses and related occupational instruction 
by connecting study in school with a job in any occupational field. The two experiences must be planned 
and supervised by the school and employers so that each contributes to the student’s education and 
employability. Work periods and school attendance may be on alternate half-days, full days, and other 
periods of time in fulfilling the cooperative program. 

COOKMNATIONj Coordination is the process of integrating ^the cooperative method of instruction 
into the administrative, organizational, and instructional activities of the occupational program and 
directing these activities toward a common purpose. Coordination involves a range of activities. In 
addition to the prime activity of coordinating instruction between the school and the work site, 
coordination may also include, but is not limited to, student recruitment and orientation, survey of 
employer’s organization and work with advisory committees, parent consultation, evaluation (follow-up), 
report-writing, and sponsorship of occupational student organizations. 

COOKBINATOR: Cooperative education coordinator is responsible for all aspects and efforts involved 
in the cooperative method of instruction. This may include the responsibility for delegated activities of 
program components and the development and implementation of the program. 




EDEFUMTION : Cooperative Education is a structured program that connects school-based and work- 
based learning for students who are age 16 and in the eleventh grade. These educational experiences 
provide a rigorous and relevant core curriculum with an occupational specialty and also include, a formal 
written educational and work-based agreement defining specific academic and workplace skills to be 
mastered. 

PURPOSE; The purpose of cooperative education is to provide students the opportunity to connect 
what they leam in school with work-site application to enable a smooth transition into the work force or 
postsecondary education upon high school graduation. This educational experience may be coordinated 
with an associate degree program. Students may benefit in a variety of ways which include: 

o developing a basic foundation of applied academics and mastery of workplace skills; 

® making a smooth transaction from one level of education to the next; 

© developing a career development plan with a career major; 

®. earning both secondary and postsecondary educational course credit; 
o gaining technical and general workplace skills; 

o completing specific job tasks for the employer for a reasonable wage; and 
® preparing for the twenty-first century, technical work force, high-wage jobs and lifelong learning. 

COOPE1MTWE EDUCATION MSQUMEME^'ITS; 

o offering opportunities for students who ©re beginning the eleventh grade and who are 16 years of age 
a course of study that links school-based learning, work-site learning, and work experiences leading 
to high school graduation with postsecondary options and preparation for the world of work; 

© requiring a sinned educational and training agreement by the school, employer, parents or legal 
guardians, and student stipulating the competencies to be mastered that integrate school-based and 
work-based learning; 

o requiring written permission of parents or legal guardians for students to participate; 

o providing a list of academic and occupational competencies to be mastered; 

o connecting school-based and work-based competencies; 

o developing articulation agreements) with related postsecondary programs; and 

o requiring documentation that students are appropriately covered regarding workers’ compensation, 
health and liability insurance, or other issues related to school-to-work requirements. 

COOraiRATIW EDUCATION STRATEGIES FOR BMPLEMEHTTAHON ; In the development 
and implementation of cooperative education experiences, the following elements are essential: 

© rigorous and relevant academic instruction that prepares students with competencies to enter the 
work force or postsecondary education; 

o career development and exploration; 

© quality educational and work experiences that include learning employability skills and mastering 
expected competencies; 

o specific occupational practices, skills, and abilities in broadly accepted business and industry 
standards; 

5 3 BEST COPY AVAILABLE 
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o general workplace competencies, including the ability to manage resources, acquire and use 
information, work productively’ with otSiers, understand and master systems, and work with 
technologies as demonstrated in the SCANS report; 

© assessments which appropriately measure aptitude, abilities, and interests essential for preparing 
students for a specific career; 

o career guidance to inform and assist students in planning appropriate courses of study needed to 
prepare for a career and further education; 

o awarding of appropriate school-based and work-based certificates; 

o assurance that state and federal laws relative to healthy, safety, workers’ compensation, and liability 
apply to student learners; and 

© assistance to students who plan to pursue postsecondary education or further work preparation 
through postsecondary cooperative educational opportunities. 

SITOENT BENEMTS: Students involved in cooperative education will: 

o explore connections between school and work; 
o raise their levels of expectation; 
q improve their academic skills; 
o explore career interests in particular areas; 
o learn from work experience; 
q earn two-year postsecondasy credits; and 
° increase career and employment options. 

STtUEDENT MSEONSHBIIMT3IES; Students participating in cooperative education must: 

o be interviewed and meet employment requirements; 

© be selected by the employer to participate; 

© sign an educational and training plan along with parents) or guardian(s) and employer; 

© maintain an acceptable academic record; 

© maintain an acceptable work-site performance; 

' © be evaluated regularly to determine progress; 

o fulfill academic requirements for high school graduation; ( , 

© master both the school-based and work-based competencies in the cooperative education program; 
and 

o develop an educational plan that includes at least two years of postsecondary education. 

EMPLOYEE BEFJEFTFS; Employers should play an active role in shaping the curriculum to ensure 
the quality of their future work fores. They can assist by providing opportunities to: 

© increase the skill level of potential employees; 

© recruit, screen, and select future employees; 

© reduce turnover by hiring and training youth; 
o assist in the development of skill standards; and 
o improve their competitive positioning in the global marketplace. 

EMPLOYEE KPONSmHLIOTSs Employers should be involved in shaping school-based and 
work-based curriculum and establishing skill standards at the local and state level. Employers involved in 
cooperative education will: 

® recruit, select, hire, and train students; 
o pay cooperative education students an acceptable wage; _ 

© provide workers’ compensation coverage if the school district cannot; 

© sign an educational and training plan with the student, parents) or guardian(s), educator(s), and 
employer outlining expectations, objectives, and responsibilities; 

© provide trained mentors to supervise, train, and assess student learners; and 
p evaluate and provide a report to the student and school on the student’s performance. 
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TIME COMMITMENT; 
o 9 weeks to one year 



AGREEMENTS; # 

o educational and training agreement (including school-based competencies and work-based 
competencies) signed by employer, instructor, parent, and student 

CREDENTIALS; 

o high school diploma and occupational certificate 
WAGES; 

a wages determined and paid by employer 
EVALUATION; 

q work-site learning evaluated by assigned supervisor 
o periodic on-site monitoring by school personnel 

TRANSPORTATION: 

© student provides own transportation or, in some cases, it is provided by the school district. 
INSURANCE: 

o health/life insurance provided by student’s family; however, employers are responsible for offering 
coverage for students in paid work-based learning experiences if similarly classified employees are 
eligible for these benefits (S.C. Department of Commerce, “School-to-Work Transition Act 
Recommendations,” January 11, 1995, p. 1); 

o accident insurance (to and ffom work site) provided by district; 

o students participating in paid work-site experiences covered for workers’ compensation under the 
Code of Laws of S.C., section 42-7-60, 1976, as amended; and students may be covered by the 
school district’s policy or the employer. 

o parents’ signing a waiver for each student’s participation in a work-site learning experience. 

FULL-TIME EMPLOYMENT COMMITMENT TOON COMPLETION: 
o no commitment on the part of employer or student 

REGULATIONS: 

o locally-developed and agreed upon (except for the high school requirements regarding specific 
records in accordance with State Department of Education regulations.) 

FOR ADDITIONAL INFORMATION: See Wmfo-Basei Mecmriimg in the MemUssmg section of this 
document. 

SOURCES: Partnership (Tor Academic and Career Education 

South Carolina Cooperative Occupational Education, Revised 1993, South Carolina 
Department off Education 
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My child, has my permission to participate in a 

(Name of Student) (Birth Date) 

school-to-work activity at beginning and ending — — - — • 

(Work Site Location) (Date) (Date) 

I will be responsible for arranging transportation (Ter my cbiDd Go and (from the worfe site. My permission 
5s given for my child to receive emergency medical treatment in ease off injnry ©ir illness. I mnderstand 
that school personnel will not be present when Gbe stndent io at tb® sate and will not be responsible for nsy 
child. 



TO BE COWLEHl BY TME SCHOOL MEPMTESENTATilVE; 

Name of Employer: 

Address of Employer: ' 

Nature of Work: 



Are employees/workers at this worfe site engaged in hasardons occupations? 

! the schooll-to-worlk opportnnity for this stndent involve a hasardons 

Yes No 



Yes _____ No 

occnpation as defined nnder the 



Nature of work in the school-to-work opportunity : 



Employer/Contact: : Phone: 

TO BE COMPLETEB BY THIS PAMISNTifgT) <D>1R CTAM)EANs 

Transportation Arrangements: 

Home Address: Home Phone: . 

The district sbal not be liable for any injnries sustained by tbe stndent’s participation in this program. I 
have read tth© above information and ffnhy nndersttand and agree with tbe content. 

(Parent/Guardian Signature) (Date) (Work Phone) 

(Parent/Guardian Signature) (Date) 

Note: Retnrn to coordinator. 
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(Work Phone) 
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Student’s Name: 






Birth Date: 


Student’s Home Address: 


Student’s Social Security Number: 






Home Phone: 


School Name: 






Counselor 


Address: 






PSaorae: , 




» L ?* — — 

Parent/Guardian Name: 


*if ^FAMILY MMPMMATION 4 


;# ir j: jell: !! ill 

Woifs Phone: 


TV v^J ',w^r L 


Workplace Name/Address: 


Parent/Guardian Name: 




Worts Phone: 




Worknlace Name/Address: 


Parent/Guardian Home Address: 




Homs Phons: 




Emergency Contact: 




Phone: - r 





1 coaassiaG for asy dMM to receive enn&eirgeiiBcy Esedlicall ftreatoeat to case ©ff or SIMgsg. TOe Moraatfoia provided is 
accurate to tEa© IbesG off my Boao^Bedge. 



Parent/Guardian’s Signature Date 



Parent/Guardian’s Signature 



Date 



Student’s Signature 



Date 



Note: Ms fora slboutdl I 
qG fc workolto. 
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A! parties JostmtiDy agree to toe following: 

1 . If a monetary wage, is paid, it should he fair compensation and include a provision for 
equal pay for equal work. 

2. The training shall be on the job end in the related occupational subject area to facilitate 
the process by which the student learner will become proficient in the occupation. 

3 . The coordinator of the cooperative learning experience will coordinate the work-based 
and school-based experiences, will provide on-rite supervision, and will work 
cooperatively with the employer to provide the necessary guidance. 

4. The parent or guardian shall be responsible to the school for the conduct of the student 
participating in the cooperative method of instruction and provide appropriate 
insurance coverage. 

5. Safety instruction will be provided by the employer. 

6. Adequate insurance coverage for the student is provided by: 



(List who has coverage: business, school, parents) 

7. This agreement may be terminated after consultation with the coordinator, for due cause, 
or for unforeseen business conditions. 

8. The training agency shall conform with all federal, state, and local laws, provide the 
student with a variety of learning experiences, 'and shall provide a progress report for the 
student for each grading period. 

9. Students will be accepted and assigned to jobs and otherwise treated without regard to 
race, color, national origin, sex, handicap, or disadvantage. 



School Administrator Employer 

Cooperative Coordinator Student 

Vocational Instructor Parent or Guardian 

NOTEs One copy for employer* dale, andl imsttractor. 
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Student’s Name: 



Social Security Number: . 

Home Phone: . Birthday: : 

Student’s Career Objective: 

School/Address: 

Instructor: Phone: 

Schooi-.to-Work Coordinator Phone: 

Employer Site/Address: 

Supervisor/Mentor: Phone: 

3 = MoSemM,y SMSSeS RgftiQsiire ) 




(Parent/Guardian’s Signature and Date) 



(Student’s Signature and Date) 



(School Representative’s Signature and Date) 



(Employer’s Signature and Date) 



NOTE: It 5s tSae policy off flll&e csfocci district fltat so pera® oa tlbe basis off rase, solos, reHigioa, Qctioaal origSea or 
aacestry, age, csk, osniriitaS atatas, Ihojadfcap, or dioadvaratogs cSaoM tee discriminated! against, eseluded ffroaa 
partieipattiota im, sBesnied tSse fesoeffito off or ©tfoorvyics fee cabjsctod to dicsrteiiiaatioEi ns amy program or activity. 
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Student’s Name: 

Home Phone: 

Student’s Career Objective: _ 

School/Address: 

Instructor: 

School-to-Work Coordinator: 



Phone: 

'Phone: 



Supervisor/Mentor: ' Phone: . 



COMPETENCES! GMAUDMG PEMCDM 





1 Sk § 


%&8& 




i^mssS 




i. 














2. 














3. 














4. 














5. 














6. 














7. 








• 






8. 














9. 














10. 














11. 














12. 















Eff addMosaaJ sjpaee os meeded, attest cm eaten stoeet off paper. 



(Parent/Guardian’s Signature and Date) (Student’s Signature and Date) 



(School Representative’s Signature and Date) (Employer’s Signature and Date) 

NOTEs It 5o the ipoBtey off tils csfeotH district that eo psctM ca the Osorio ®ff rose, e®Bor, reigDOia, EotleaoS origjia or 
ancestry, age, csk, marital states, haadlkop, m dioadvootoge ohosaM Isa doceiruEasSaaoGedl against, cscDaded ffroasa 
partklpatSom Ins, tasiied the ItegEssOito off ©r ©Ctanrics fee cafejeefied to (fariEriaofca In my ptrograa ®nr cstlviity. 
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COOPERATIVE EDUCATION ASSESSMENT OF 
IOTERPERSONAL/IBrUM^ RELATIONS SMLLS 



4^E^el!m£ 3=* Above Average 2^Avemge i-Edow Average §=UimcsepiM3 



GRMPHNG PERIODS 


. 


©at® off 
Evaluations) 


a . 


: 2 


3 


4 


1. Adaptability (adjusting to change) 












2. Attendance (punctual) 












3. Attitude (positive) 












4. Communication (nonverbal— body language, facial expressions , gestures) 




1 


1 






5 Communication (verbal— instructions, telephone messages) 




I 








6. Communication (written— listening and writing instructions) 












7. Confidence (believing in oneself) 












8. Coooeration (working as a team member, assisting others) 












9. Enthusiasm (the desire to learn and please) 












10. Grooming (dressing, proper hygiene) 












1 1 . Initiative (finding work to do without being told) 
























I 13. LovaltV (supporting supervisors) 













| 14. Maintenance (safety and general housekeeping) 




_J 


1 






1 15. Perseverance (completing difficult tasks) 




_d 


t=z 






1 1 6. Reliability (working without constant supervision) 




i 








1 17. Tact (avoiding offending others) 












| 18. Time Management (using time efficiently) 













Completed by: . . 

Comments: 

Employer Signature: Student Signature: 

Progress Report 2 Evaluations 



Completed by: _ 

Comments: , 

Employer Signature: Student Signature: 

Progress Report 3 Evaluation 

Completed by: 

Comments: 

Employer Signature: Student Signature: 



Completed by: 

Comments: . 

Employer Signature: Student Signature: 
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EMPLOYEES INFORMATION 



Employer: 

Type of Business: 

Address: : 

Exemption From Hazardous Occupation Orders: Yes No 

(Refer to Child Labor Law Requirements) 

Student’s Supervisor: ; 

Date of Employment: to 

Begin End 

Workers’ Compensation: Yes ' No • Underwriter 

Liability Insurance: Yes No Underwriter 

Training Assignment: lob Title: 

Rate of Pay (if applicable): Hours per week: _ 



STUDENT INFORMATION 

Student Name: 

Address: 

Social Security Number: Driver’s License Number: _ 

Grade: Date of Birth: Age: 

Occupational Program: 

Instructor: 

Career Objective: 

Cooperative Coordinator: 

In a Medical Emergency, Contact: Phone: 



Family Doctor: _ 

Other Medical Information (allergies, medications, conditions, etc.): 



Phone:. 

best copy available 



er|c 



B3 



Distributed by DynEDRS 




Studeni/Leamsr: 

Job Area: 

Employer: 




Employer’s Signature: 



NOTE: Ht 5c ttbe policy of Jfea ccEacol disirictt that eo peireoa ®b a&e toasio of race, color, religion, aafilosaal origtsa op 
DaceoJpy, ago, css, esapMI ototao, tsoMdleop, ®p diDadvamfiage sfawU) fee «3icc (rftEaaJ Gmfi©^ agatacS, esctadedl free 
partidpatioffl 8 m, (tested fifee Bsssiefiltto of op ofltoererfes fee cafejected 6® dlecrimiiaalEoa la aay progro® op GcBtea&y. 



O 
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ERLC 

kiiHiirtUTH.i.7iaaa 

Distributed by DynEDRS 




Coordinator’s Name: 



For the period: 

Beginning 



19 to 

Ending 



19 




Signature: ! — . — — — — 

NOTE: IS os the policy of She school district ShaS m person cm She basis of rose, color, religion, national 
origin or eaacesttry, sg®, ses, rassritoJ states, bomdisop, or disadvantage ghocald bs discriminated against, 
esclimded frost® participation! in, denied She HxsaseffiSa of or otherwiise be subjected So discriminatnot! bbs aoy 
program or activity. 
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SOUTH CAROLINA DEPARTMENT OF EDUCATION 
OFFICE OF OCCUPATIONAL EDUCATION 




BElFHOTIIlONs A student internship provides a student the opportunity to study an occupational 
program directly related to his or her career interest, such as health care or computer technology, 
and to. participate in a workplace setting by performing duties related to the occupational studies. 
The student may or may not receive wages, and a unit of credit may be earned upon satisfactory 
completion of the internship. 

MMPOSE: The major purpose of the internship learning experience is for the intern to receive 
broad instruction in workplace, expectations and master identified competencies related to a 
specific career field. General objectives are listed below in which each student learner will: 

o increase competency levels in career interest areas; 

0 confirm or narrow choices of career interest; 
o develop and improve workplace skills; 
q improve interpersonal and communication stalls; 

® improve problem solving and team-building skills; 

0 develop an understanding of She connection between school-based theory and content and 
work-based application; and • 

° increase awareness of the workplace, career opportunities, and community resources. 

ABVANTAGESs Students will receive valuable experience for the following: 

o organizing resumes; 

° setting career goals; 
o improving self-image; 

° increasing employability opportunities; 
o developing mentor relationships that have future value; 
o gaining knowledge of workplace expectations; and 
° observing career role models. 

GUTOELMESs Key .guidelines should be used in organizing and implementing internship 
experiences. The guidelines are as follows: 

° The learning experience is similar to employee training and connected to a school-based 
program, andT students may rotate through areas within a department. 

° The internship is structured for the benefit of the student with expected performance defined, 
o Students do not displace regular employees, but they intern under close supervision of an 
employee. 

° Employers derive no immediate advantage from the students’ activities, and on occasion, 
employer operations may actually be impeded. 

° Employers do not necessarily provide a job for students upon conclusion of the internship. 

© Wages may or may not be paid to interns. 

o The internship may last from one week to six months and often occurs during the summer 
months. 

° The interns may be awarded a certificate of completion by the employer. 

° A system of evaluation should be established to assess the intern’s performance and the 
quality of the internship site. 

© written permission of parents or legal guardians is required for students to participate. 



O 
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POLICIES AH® P®(Q)(CE©U®E§: It 5s important that all partners are aware of responsibilities 
to provide a successful experience. 

o Each student will be assigned to an internship site based on a related career interest. 

® An internship agreement must be on file for each student participating in the program, 
o The student participating in the internship experience must remain at the business or agency 
for a determined minimum period of time, 
o An educational representative will visit the work sit® prior to the placement, 
o The emnl.v'-'e assigned to the interning student shall participate in the evaluation of the 
student’s .*«,rest, adaptability, and attitude during the experience, 
o The student shall be given the opportunity to experience various aspects of the occupation 
during the internship. 

o The student shall receive safety instructions from, and be under the supervision of, a qualified 
representative at the internship site. 

° The internship program shall comply with all federal, state, and local labor laws and 
regulations. 

o The student must comply with the dress code at the internship site (if applicable). 
q The student will be counted present for any portion of the school day missed and will be 
excused from class. 

o The student may go to the work site directly from home. 

° School district personnel may visit the work site. 

° It is the policy of the school district that no person on the basis of race, color, religion, 
national origin, ancestry, age, sex, marital status, handicap, or disadvantage should be 
discriminated against, excluded from participation in, denied the benefits o£ or otherwise be 
subjected to discrimination in any program or activity. 

EMPLOYE® 51 S MSffONSBBILinniES; The EMPLOYE®, recognizing that a plan is bang 
followed and that dose supervision of the interning student will be needed, agrees to: 

o work with the instructor in developing a 1st of work-based and school-based competencies; 
o provide _a variety of interning experiences for the student which will contribute to the 
exploration of higher career gods; 

o adhere to ail federal and state regulations regarding child labor, safety, and other applicable 
laws and regulations; 

o provide the coordinator with an evaluation of the student’s experience; ’ 
o consult the coordinator before dismissing the student; 

o provide, when possible, monetary compensation to the student for the experience; and 
0 review the suggested activities for the interning student. 

STUBENT 9 § MESPONSUMLITlIESs The MTEKHTOG STOBEHT considers the experience 
an opportunity to explore a career and agrees to: 

o demonstrate honesty, punctuality, courtesy, a cooperative attitude, good grooming habits, 
appropriate dress, and a willingness to leans; 
o conform to the rules and regulations of the internship site and the school; 
o complete questions for internship activities; 

o notify the school coordinator if it is necessary to be absent from the internship site; 

° furnish the coordinator with the necessary information and complete promptly all necessary 
reports; 

° be responsible for his/her transportation to and from the internship site; 
o accept monetary compensation for the internship experience, if applicable; 

° be responsible for his/her lunch money during the internship experience; and 
o furnish the required clothing, safety items, and tools. 



PAMSNTS 9 imPONSmMYs The PARENTS of the interning student, realizing the 
importance of the experience in the student attaining his/her career and educational goals, agree 
to: 

o share the responsibility for the conduct of the interning student while on the experience; 
o accept the responsibility for the safety and conduct of the interning student while he/she is 
traveling to and from the internship site and home; 
o make any inquiries concerning the interning student’s experiences through the coordinator 
rather than directly to the employer at the internship site; 
o be responsible for the student’s lunch or lunch money during the internship experience; and 
o be responsible for the required clothing, safety items, tools, and equipment the student may 
need during the internship experience. 

TEACMEM 9 § IMSffONSIMMTY; The TEACHER assumes the role of assisting in the design . 
and implementation of the internship experience and agrees to: 

o work with the employer/supervisor in developing a list of work-based and school-based 
competencies; 

o assist in specifying skill and competency levels; 
o help develop interdisciplinary, applied and project-based curricula; 
o integrate academic and vocational teaching; 

o understand the nature of sequencing of student’s planned workplace activity; 
o develop workplace readiness curriculum with employers; 
o explore workplaces and assess them far learning opportunities; and 

o join with employers to discover both the common and the different ways in which teachers 
and employers understand the challenges they face and the solutions they propose in preparing 
students for the future work force. 

COOMMM ATOM* § MESPONSKBHJTIIESs The COOMMATOIS, representing the school, 
will coordinate the internship program towards a satisfactory placement of the student in his/her 
occupational field of interest and agrees to: 

o make arrangements for the potential placement of participating students; , 
o visit the internship site prior to the student placement to consult with the employer and to 
• assist in developing an observation plan; 
o assist in the evaluation of the interning student; # 

o inform the business or agency of the necessary federal and state regulations regarding child 
labor; and , . . . 

o notify schools within the district (coordinators of internship programs) of participating 
internship work sites. 

0® JEOTVEs Internship experiences should 'provide students opportunities to explore various 
career options in the workplace and to learn about specific job skills and educational requirements 
in their career interests. The following objectives are important to consider an planning and 
implementing internship experiences. 

o recognize the unique interests of each student and provide individualized career exploration to 
assist students in becoming more focused on career goals; 
o provide other career exploration experiences that may be valuable to students; 
o encourage the development of personal traits of cooperation, courtesy, promptness, 
dependability, and respect in the workplace; . 

o promote better understanding of the relationship between rigorous and relevant education and 
employment success; 

o facilitate transition from school to work; and 

o determine the requirements for students to participate in internship activities. 



EMERGENCY 1OTORMATTON FORM: The emergency information form must include, at a 
minimum, the following: 

o student’s name; 

0 student’s Social Security number; 
o appropriate medical information about the student; 
o insurance coverage for the student; 
o parents’ or legal guardians’ names; 
o parents’ phone numbers (work and home); 

° parents’ home address; 

° parents’ work addresses; 

° emergency contacts (names and phone numbers); and 
o signature of parent(s)/gu®rd5aa(s). 

HMDS COMMITMENT: Usually 1 week to 6 months and includes Grades 10-12. Students 
may participate in some internships as early as age 15 but most interns will be at least age 16. 

AGREEMENTS: Formal agreements need to be developed outlining responsibilities for the 
employer, school, student, and parent. School personnel need to have parents complete forms 
that ensure a safe, successful student experience. 

CREDENTIALS: No credentials are awarded, but award recognition for interns and employers 
may provide increased motivation. 

EVALUJATTON: Work-site evaluation of the intern’s performance will be conducted by the 
employer. School personnel will monitor the progress of the student learner. 

TRANSPORTATION: Students and parents should provide transportation, and in some cases, 
the schooi or school district may make transportation arrangements for younger students to and 
from the work site. 

INSURANCE COVERAGE: Employers, school districts, students, and parents must complete 
forms documenting appropriate insurance- coverage. All state and federal child labor laws must b® 
followed for student learners under the age of 18. 

EMPLOYMENT COMMITMENT : Usually no commitment of full-time employment is 

expected on the part of employer or the older student. 

WAGES: Employers may pay interns. 

FOR ADDITIONAL MFORMIATTON: See WwJk^Emed MevMnng in the Mmi/anmg section 
of this document. 
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My child, , has my permission to participate in a 

(Name of Student) (Birth Date) 

school-to-work activity at beginning and ending . 

(Work Site Location) (Date) (Date) 

I will fee raponssifell© tor orranigiiBig firnmspoirtafiioiii) tor my ©BanllaS to amd IFrom fife® work sifi®. My pemissioHi 
ds give© tor my child to receive emergency medical treatment Sm ease ®(f tojcMiy ©r ffilnaess. I fflUBderstasBd 
that sdhooB persomumd wall m®fi fee presemfi wfeesn fifes sfitadennfi ns at fifes site amd wffi ca®fi lb® responsible tor my 
child. 



TO BE COMPLETED BY THE gQBTOOIL TOPMSENTATWEs 

Name of Employer: 

Address of Employer: 

Nature of Work: 



Are empioyees/workers at fifeis work sifie engaged Sna hazardous ©esrapafinoias? Yes _____ N© 

Will fife® scfe©©l°fi©~work opportunity tor fifeis ofltademfi mv©lve a hazardous ©ccrapafinom as deSiraed mdertfee 
Federal gunidellimes? Yes __________ N© 

Nature of work in the school-to-work opportunity: 

Employer/Contact: ; Phone: 

TO BE COMPLETED BY THE PARENTOD OR GRAMPIAN; 

Transportation Arrangements: 

Home Address: Home Phone: 

The district shall! mot fee Diafele tor amy icaj caries snastoinaed fey fifes sfioodeanfi’s participations inn fifeis program. 1 
have read fife® afeove imtormaflioira and Scully tBEdersfiamd aaad agree wifife fife® conafiemfi. 

(Parent/Guardian Signature) (Date) (Work Phone) 

(Parent/Guardian Signature) (Date) (Work Phone) 

Nodes IRefioarna fio coordinator. BESTCOPY AVAILABLE 



o 







Student's Name: 


BMh Date: 


Student's Home Address: 


Student's Social Security Number 


Home Phons: 


School Name: 


Counselor: 


Address: 


Phone: 


• 


:2.:5EfifK;dli3s:i»ll^iN: HelPSar :IHi HHl Hlill-s IlHlSIsfilli EX : 


UIIH? H Hi sicUf HI 1 


ItsHiraisc® Coverage Yes/Nm ifriimito 


School TStmsra)Stffi , w(Sir 


Liability and/or Bonding 


Workers* Compensation 


Health/Accident 


name ox tieaitfl/ Accident 

Insurance Comoanv: fawawad: 


Poiicv #: 


(Note FUease adtSMtiffify ^syfeo 5s pir&vMimjg coverage hy pBadk^ oca 


(X) M tffihe appropriate Apoca) 







List medical information aSjoart the student that weald be helpful in csss off an emergency. 
Allergic to medications? ( )Yes ( )No 

If yes, what medications? 




List any allergies or other medical problems of the student 











Parent/Guardian Name: 




Wocfe Phone: 


Workplace Name/ Address: 


Parent/Guardian Name: 




Wonts Phone: 


Woff&place Name/Address: 


Parent/Guardian Home Address: 




Home Phone: 


Emergency Contact: 




Phone: 




Parent/Guardian's Signature 



Parent/Guaixtiaa's Signature 



Student's Signature 



Note: 
at the work cite. 
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Date 



Date 



Date 



r . Q 



SAMPLE 




Student Mem’s Name: 1 — 

Address: 

Telephone Number: SStk : 

Age: Date of Birth: Grade: 

Internship Site: 

Address: — 

Telephone Number: . 

School: ’ 

Coordinator: Telephone Number: 

Parent/Guardian: Telephone Number: 

A! pacties jaunnattBy agcrs© to the foMewniag: 

1 . There may be monetary compensation for participation in the internship program. 

2. The internship experience shall be at a business/industry sit© directly related to the 
occupational interest expressed by the student. 

3 . The parent or guardian shall be responsible to the school for the conduct of the student Who is 
participating in the internship program. 

4. Safety instructions will be provided by the employer. 

5. Adequate insurance coverage for the student will be provided by: 

(List who has coverage: school, parents, business, etc.) 

6. This agreement may be terminated after consultation with the coordinator, for due cause, or 
for unforeseen business conditions. 

7. The internship site shall conform with all federal, state, and local labor laws while providing 
the student with a variety of worksite experiences. 
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8. The internship site shall provide an evaluation of the student after the experience. 

9. The student will remain at the internship site for an agreed upon time period. 

10. The student will report to the internship site on: 



, a.ra. until p m. 

(Date) 

11. The parent or guardian will provide transportation for the student to and from the internship 
site. 

12. Students will be accepted and assigned to internship sites without regard to race, color, 
national origin, sex, handicap, or disadvantage. 



(School Administrator) 



(Employer) 



(Coordinator) (Student) 



PC: Employer 

Parent 
Coordinator 
Student’s file 




A SQHDSEDULE 



® SCTIEMJLE 





Name: Home Phone: 

School: School Phone: 

Coordinator: 

Internship Site: . 

Internship Supervisor: 

Internship Occupation: 



SUGGESTS© ACTOTTIESs 

1 . Introduce the student to the staff. 

2. Explain the internship. 

3. Tour the facility (fiif possible/practicsl). 

4. Create an internship plan for the student related to his/her career interest. This plan must be 
completed in advance of the student’s arrival. 

5 . Expose the student to the same routine a new employee would experience. . 

6. Answer, questions that the student has regarding the job. 

OFFERS ANSWERS TO THE FOLILOWMG QUESTIONS? 

1. Describe the supervisor’s occupation. (What are his/her duties?) 

2. Describe the working conditions associated with the internship i^.e., physical working conditions, 
amount of overtime required, stress level, amount of responsibility, amount of travel required, etc.). 

3. What is the supervisor’s educational background? What school subjects does he/she feel would be 
most helpfial to prepare for this position? 

4. What does the supervisor enjoy most about this position? 

5. What does the supervisor find most difficult, stressful, etc., about this position? 

6. What recommendations would the supervisor offer to someone who is interested in entering a similar 
position? 

7. In the supervisor’s opinion, what type of attitude, personality traits, or personal characteristics are 
important in order to.be successful in his/her career field? 

8. What opportunities are there for advancement in this career field and related fields? 

9. Describe the supervisor’s role. 

10. What are the starting salaries and educational requirements at this company for persons who hold the 
career positions in which the student has interest? ■ 

1 1 . What does this company do to encourage its employees to continue their education? 

12. What are some good ways for students to find out about this career? 



NOTE: It! Id fils® policy of the school Ulsfirisfi that mo pereosa m the tooflla of race, collor, religSoa, eatfioEia! ©rigasa or ancestry, 
age, seK, amairitai states, handicap, or (sBasodvaantoge staraM tee diccriEOifaattecO against, escHcataS ffroaa participations fa, deaied 
the bsmefato off or otherwise tee taatojested to dimfaaiiaation fa omy putagFana or activity. 




SAMIPLE 




DATE: 

TO: ' 

FROM: • * 

STUDENT: 

SUBJECT: 

A number of corporations and businesses have expressed their commitment to the School-to-Work 
Transition Act of 1994 by agreeing to participate m the school district’s internship program. Their 
responses represent the opportunity for a mutually beneficial relationship among the schools and 
corporations and businesses in this county. 

The school district’s internship program introduces the student to a particular occupation by pairing the 
student intern with a supervisor. The student intern will participate at the internship site for a specified 
period of time to develop a better understanding of the requirements of a particular career. One of the 
objectives of the internship program is to recognize the unique interest of each student and provide career 
and job experience to help students become more focused on a career goal. 

Student interns must be recommended to participate in the internship program. This form must be 
completed by the teacher prior to placing the student in the internship. Please give your < candid 
assessment of the above student’s academic performance, intellectual promise, and personal qualities by 
completing the following check list. 



Chech the 





Eaceienafi 


G©©dl 


Fair 


ff<D)©r fi 


Motivation and attitude toward 
learning 








. 


Ability to follow directions 








| 


Attitude toward authority 










Ability to work in groups 










Willingness to conform to rules and 
regulations 








. 


Enthusiasm and interest toward school 
work 










Display of courtesy and respect 











Comments: 



NOTE? Ketura to coordinate? 
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This is to notify you that . 



will b© excused from school on 



(Name of Student) 

. to participate in an internship. This activity is to be treated as a 
work-based learning experience. The student agrees to arrange for make-up work prior to the 



Please sogra Mow to Snadlacate that ytra have heeim DBOtSiHedL 



(Principal’s Signature) (Coordinator’s Signature) 



1 

2 

3 

4 

5 

6 

7 

8 
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SAMPLE 




TO: 

FROM: 

DATE: 

SUBJECT: 



(Name of Student) 



(Name of School Coordinator) 



Internship Assignment 



Your internship experience is scheduled on: 



from 

with 



(Date) 

to 

(AM.) 



(Nam© of Company) 



(PM) 



Your contact person at the job site will be: 

His/Her phone number is: ’ 

Company address: ; 



NOTE: Iff you haws asny spestioaiiB about your iiaterasMjp assignment, please countact your 
school! coordinator. Keturai this comipleted form to (soordntiiiattor. 
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Student’s Name: 
Home Phone: 



Social Security Number 



Student’s Career Objective: 

Schcol/Address: 

Instructor: 



School-to-Work Coordinator: 

Employer Site/Address: 

Supervisor/Mentor: 



4=§Mtte& 3~M'. 



2-Mmi 



COMPETENCIES 



CMMDSNC PEMOBS 











I^'a-A'AvX^^ 






11*1 






W^&mS 


1. 














2. 














3. 














4. 














5. 














6. 














7. 














8. 














9. 














10. 














11. 














12. 















If addiftioimni space is needed, attacto m extra sfoieet ©f paper. 
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(Parent/Guardian’s Signature and Date) 



(Student’s Signature and Date) 



ERiC 



(School Representative’s Signature and Date) 



(Employer’s Signature md Date) 



NOTE: Hfl fa tikn poilky d* QCa<2 celled dMirted toad m m toe fenmo off races, eolor, reflsgksij Enotfiosafl engto or 
niamdiry, age 9 csaritali otfato, Eio/adlteap, or rifloadvniatage ctaSdl Ore diSDcirSEfaasntod! ngafastg GHcMed ITiroisa 
jporakfipadtorc to 5 taSed fi Use taietfto of or ©dfeieraSee &£ etojeeded d@ (fflcsirfeijaadcoffii to a®y pirogra m or activity. 
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Student’s Name: ^ 
Home Phone: 



Birthday: 



Student’s Career Objective: 

School/Address: 

Instructor: 



SchooI-to-Work Coordinator 

Employer Site/Address: 

Supervisor/Mentor: 



Phone: 

Phone: 



Phone: 



SjdM/gdl' @—Nti 





:c - «« R g 


IBjjLil — !jL^ 




jWpif 
As* i 


1. j 










2. 














T ' 














T 














5. 














T. ' 














T 














09 














9 . 












[ 


ha ' 












] 


11 














12. 

T7/T _ n n ^ n o 1 „ „ — TT, — ; — 1 — n ‘ — ~= 1 * — 1 — 















¥ BESTCOPV AVAILABLE 

(Student’s Signature and Date) 



(Employer’s Signature and Date) 



(Parent/Guardian’s Signature and Date) 

(School Representative’s Signature and Date) 

NOTE: It So flbe ipolicy of tee cc5a®®3 dictrfet to no ctercoa ®a the fonoao <s? race, eoSor, retigiom, tanfiSoiaoll origla or 
omceotiryi, age, csh, marital otafluD, bamtlteap, or sSSoadlvaBtage o&calld be nMccrikmJnaQled agnmotl, esdatM frosa 
partScSpatEonn in, fiemieji tee bsiaetflto of or ffliberwice be cabjested to dUccrimtEandkita ta aiay program) <jr activity, 
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Student: 

Internship Supervisor: 
Internship Site: 



Evaluate nine performance unsmg tine iToHe'wnmg scale. Place a clasck ana 4Sne space ' 

lb®sM@ ©adh rating wMdia best describes tike otoadsat’o performance during tbe nnnttosTHisDaliE® 
esperienea, 







Qn>©d) 


IFanr 


P®OF 


Attitude 










Punctuality 










Cooperation 










Enthusiasm/Interest • 










Courtesy 










Proper attire 










Willingness to accept guidance 










Willingness to conform to rules and 
regulations 










How would you rate the Internship 
Program? 








1 



How could this program be improved? 



Comments: 



NOTEs E&etana fl® coordinator 
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SAMPLE 




Student Name: 

Internship Site: 

School: Telephone: 

Address: 

Required safety items (if applicable): 

Required tools/equipment (if applicable): 

^ ate; Time arrived: Time left: 

Please answer the ffolownnsg questions. 

1. Describe the supervisor’s occupation and duties. 

2. Describe the working conditions associated with the internship (i.e., physical working conditions, 
amount of overtime required, stress level, amount of responsibility, amount of travel required, etc.). 

3. What is the supervisor s educational background? What school subjects does he/she feel would be 
most helpful to prepare for the position? 

4. What does the supervisor find most difficult, stressful, etc., about the position? 

5. What recommendations did the supervisor offer to someone who is interested in entering a similar 

position? ° 

6. What does the supervisor enjoy most about this position? 

7. In the supervisor s opinion, what type of attitude and personality traits are important in order to be 
successful in his/her career field? 

8. What opportunities are there for advancement ih this career field? 

9. Describe this supervisor’s role. (Does he/she supervise other people? What is involved in 
supervision? Who supervises his/her position?) 

10. What are the starting salaries and educational requirements for people who hold the various 
positions you experienced during your internship? 

1 1 . What does this company do to encourage its employees to continue their education? 

12. What are some good ways for students to find out more about this career? 

NOTE; Mettunra to coordinator 
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Student Name: 

Occupation Internship: 

Internship Site: 

Place a check in the space beside each rating which best describes your internship experience. 

1 . How would you rate the internship experience? 

Excellent Good Average Fair Poor 

2. Did the experience meet your expectations of the occupation? 

Yes No 

3. Do you feel the supervisor exposed you to a variety of responsibilities related to the 
occupation you were experiencing? 

Yes No 

4. Did the experience change your mind about your career plans? 

Yes No 

5. What is the best thing that has happened to you in this program? 



6. How can the program be improved? 



Comments: 



NOTE: Kettnflnna S® coordinator 
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SdaooB: 
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Coordinator* s Name: 



For the Period: 



; 19 tO 

(Beginning) . (Ending) 



19 . 



©at© 


Time 


EMffitrmsMp Siite Vnsittedl 


Stodlemt 
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i 



(Coordinator Signature) 



NOTE: St the policy of fib® school district tSaot eo persona om t&e boaao off race, color, PEligloa, E)a4iomal 
origin os* o®c® 3 tiry, OB°* san* taarittal otniuo, tiaadlcap, ®ir dtfQosSvaiisSaGa uCaoaaM 6*o aSlccriEBlsaatesS Deal® 111 *, 
excluded from participations 5% deeied! fllhe foeaefflto off op otfiaeroice fee cafejoctoO Cto iicsoiiiasiiaatiOEi 5a a 
program or activity. 
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SOUTH CAROLINA SCHOOL-TO-WOIEK 
IMPLEMENTATION THROUGH 
WORK-BASED LEARNING 





SOUTH CAROLINA DEPARTMENT OF EDUCATION 
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Service learning, links schools wish their communities. Students are given an opportunity to perform 
community service work that complements their classroom work. Service learning promotes both 
personal and intellectual growth in students. It also helps them develop civic responsibility and gives 
students an opportunity for career exploration. Students learn by doing through a clear application of 
skills, and knowledge while helping to meet the needs in the school or greater community. Service 
learning connects what they learn in school with the real world. 

Service learning has become an integral part of the State Department of Education’s push for Total 
Quahty Education. Total Quality Education is producing fundamental educational reform throughout the 
state of South Carolina. Service learning is not simply an add-on to this reform, but a primary and 
integrated component. There are three types of service activities: direct, indirect, and advocacy. Who is 
served— and how— distinguishes the different types. 



Bcrsct Semes activities are those that require personal contact with people in need. This type of service 
is generally the most rewarding for students because they receive immediate positive feedback during die 
process of helping others. Examples of direct service activities include students working with senior 
citizens m mtergeneratsonal projects or reading to small children. Direct service teaches students to take 
responsibility for their potions. Students also leam that they can make a difference. 



The second, type of service that students can be involved in is Undarect Service. Indirect experiences are 
commonly implemented .in schools because.they are easy to organize and involve students working behind 
the. scene. These activities involve channeling-resources to the problem rather than working directly with 
mi individual who may need service. Often students do sot com® in contact with the people they serve. 
Examples of indirect service, include collecting food or toys for disadvantaged families, landscaping a 
community park or other environmental projects. Indirect service projects are generally don® by a group 
They teach teamwork and organizational skills. . * * 



The last type of service experience is Advocacy. Advocacy requires students to lend their voices and 
talents to help eliminate the causes of a specific problem. Students work to correct the problem and 
make the public aware of the problem.. Some activities may include making presentations to the 
community about particular issues or distribution of literature to make the community aware of a 

problem. Students leam to present their concerns dearly, be concise in presenting their ideas, and 
suggest feasible solutions. 

Ti ? e f 0U L Stase i“ a w^-organized service learning lesson plan are preparation, service, neiecfiionn, and 
ceBeforatoom. Preparation lays the groundwork for a successful program. Since service is intended to 
meet a cosnmuimtly^need, preparation is the turn® to identify those needs. After preparation comes the 
actual service activity. The service activity must be engaging, challenging, and meaningful. There must 
oe a. real need, in the community for the service, and students must play a significant role in designing the 
service expenence. Reflection is the component that enables students to think critically about their 
service expenence. Reflection should involve a variety of activity. The last component is celebration 
People get involved in service for a variety of reasons, and celebration and recognition help to keep the 
students coming back. 

Service learning integrated into the curriculum, helps students learn to use the knowledge they gain in 
tne classroom in real-life situations. It gives the student who cannot see the need to leam a new focus for 
earning For students who are eager to learn, service learning gives them a way to expand their 
knowledge and develop more folly the talents and skills they already have. 



Sources Saving So Leam, South Corelina Department of Education, 1994, 
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©ElFlNinni©^: Service learning is a learning experience in which students are provided the 
opportunity to combine school-based learning with work-based activities in a community agency 
or project such as Habitat for Humanity. The student may participate as a member of a work 
team with specific goals and activities to be accomplished. The experience may last for 180 hours 
or more and may provide work-based course credit. 

FUWOSEs The purpose of service Seaming is to 'provide participanis opportunities to leam and 
to develop through active participation in organized service that is: 

conducted within a community to meet specific needs; ... 

coordinated with an elementary school, secondary school, postsecondary institution, or 
community service program within the community; 

designed to foster civic responsibility; , . . . , 

integrated into the academic curriculum to connect what is learned m school with the real 

world; and . . 

o structured to provide time for students or participants to reflect on their service experience. 

BENEFITS TO STOTENTS: Service learning enriches the lives of all students. This teaching 
methodology provides developmental opportunities that promote personal, social, and intellectual 
growth, as well as civic responsibility and career exploration. Most young people h aye cntocal 
needs in each of these areas that must be met if they ©re to make a successful tensmojp from 
childhood to adulthood. Many favorable outcomes ^ occur m each developmental area trough 
participation in service learning activities. These are Ested below: 

1. FeirsemaB GrowtBn applies to the development of characteristics related to self-improvement 
and rff-actualization: 



o 

o 



o 

o 



o 

o 

o 

o 

o 

o 

o 

o 



self-confidence and self-esteem; 
self-understanding; 
a sense of identity; 
independence and autonomy; 
openness to new experiences and roles; 
ability to take risks and accept challenges; 
a sense of usefixlness and purpose; 
personal values and beliefs; 
responsibility for one’s self and actions; and 
o self-respect. 

2. Social Growth includes the social skills which are necessary for relating to others in society: 

o communication skills; 
o leadership skills; 

o ability to work cooperatively with others; 
o a sense of caring for others; 

o a sense of belonging; , . 

o acceptance and awareness of others from diverse and multicultural backgrounds; and 

o peer group affiliation. 



BEST COPY AVAILABLE 



3. Intellectual Growth encompasses the cognitive skills necessary to enhance academic 
learning and acquire higher4evd thinking skills: 

o application of knowledge, relevance of curriculum; 
o problem-solving and decision-making skills; 
o critical thinking skills; 
o ' skills in learning from experience; 
o use of all learning styles; and _ 
o development of a positive attitude toward learning. 

4. OtnzsenasMip refers to the responsibilities of participation in a multicultural society and of 
citizenship in a democracy: 

o a sens® of responsibility to contribute to society; 

o democratic participation (informed citizen, one who exercises voting privileges); 
o awareness of community needs; 
o organizational skills; 

o’ social action skills (persuasion, policy research, petitioning); and 
o empowerment, belief in ability to snake a difference. ■ 

5. Preparation for tine World of Work are the skills that help students gain work experience 
and make choices about possible career directions: 

o human service skills; 
o realistic ideas about the world of work; 
o professionalism (dress, grooming, manners); 
o ability to follow directions; 
o ability to function as a member of a team; 

o reliable working skills (punctuality, consistency, regular attendance); and 
o contacts and references for future job possibilities. 

SOURCE: ©uckemfndd, M. and L. Swansons, Servke lewnfog: Meeting She Needs t f Imth 
c&Mkk, National ©ropout Prevention Center 9 US>5>2 0 pp„ 7-2>o 



SERVICE ©EARNING FRAMEWORK 

1 . Preparation consists of the learning activities that take place prior to the service itself. 
Prior to their service experience, students' must understand what is expected of them, as well 
as what they can expect from the service project. Preparation components include the 
following: 

o identifying and analyzing the problem; 
o selecting and planning the project; and 
o training and orientation. 

2. Action is the service itself and needs to meet certain criteria. It must: 

o be meaningful; 
o have academic integrity; 
o have adequate supervision; 
o provide for student ownership; and 
o be deveiopmentally appropriate. 



3. Reflection enables students to critically think shout their 

reflect on their experiences, they think about them, write about them, share them with omers, 
and learn from them. The reflection time is a structured opportunity for students to Seam 
from their experiences. They can reflect through: 



o discussion; 
o reading; 
o writing; and 
o projects. 

4 Celebration is the component of service learning which recognizes students for their 
contributions. 1 also provides closure to an ongoing activity. Society needs to let young 
people know that their contributions sue valued. There are many ways that this final 
component of service learning can be implemented: 



o school assemblies; 
o certificates; 
o special media coverage; 
o piz^ parties; and 

o joint celebration with service recipients. 



O 

O 



ASLEE STAMDAMBSs Members off the Alliance' for Service Learning in Education Reform 
(ASLER) developed these standards to promote quality in school-based and commumty-basea 
service learning programs: 

Effective service learning efforts strengthen service and academic learning. . . . 

Model service learning provides concrete opportunities for youth to - learn new skills, to tmnK 
critically, and to test new roles in an environment that encourages nsk-taking and rewards 
competence. . , , 

Preparation and reflection are essential elements m service learning. . 

Youths’ efforts are recognized by those served, including their peers, the school, and the 

community. 

Youth are involved in the planning. . . . 

The service students perform makes a meaningful contribution to the community.. 

Effective service learning integrates systematic, formative and summative evaluation. 

Service learning connects the school or sponsoring organization and its community in new and 



O 

O 

o 

o 

0 

o 



Service learning is understood and supported as m integral element in the life of a school or 
sponsoring organization and its community. . . . 

Skilled adult guidance and supervision are essential to the success of service learning. 
Preservice training orientation, and staff development that include the philosophy and 
methodology of service learning best ensure that program quality and continuity are 
maintained. 



SOTOCEs Pocket Guide to Service Lewcairng, NatSonnaE ©sropoiat Preventions Center, 
Oemsom University. . 



MEMORANDUM OF AGREEMENTS This agreement forms the basis for the student’s work- 
based and school-based education program. At a minimum, the following components should be 
included in the memorandum of agreement: 



o intent of the program; 
o duties of the various parties; 



o competencies to be taught and assessed! at the school level; 
o competencies to be taught and assessed at ths employer level; 
o the tune frame of the experience; 

o signatures of die student, school representatives), employer, and the student’s parent(s) or 
legal guardian(s); 

o written permission of the student’s parents or legal guardians for the student to engage in the 
school-to-work experience; and 
o emergency information. 

EMERGENCY MFOMMATIION FOE&Ms The emergency information form must include, at a 
minimum, the following: 

o student’s name; 
o student’s Social Security number; 
o appropriate medical information about the student; 
o insurance coverage for the student; 
o parents’ or legal guardians’ names; 
o phone numbers (work and home); 
o home address; 
o work addresses; 

o emergency contacts (names and phone numbers); and 
o signature of parent(s;/guardian(s). 

No credentials are awarded, but award recognition for students and 
employers may provide increased motivation. 

EVALUATIONS Work-site evaluation of the shadowing student’s performance will be 
conducted by the employer. School personnel wUl monitor the progress of the student learner. 

TILANSPOIEfMTKON; Students and parents should provide transportation, and in some cases, 
the school or school district may make transportation arrangements for younger students to and 
from the work site. 

MSTOANCE COVElMGEs School districts, students, and parents must complete forms 
documenting appropriate insurance coverage. All state and federal child labor laws must be 
followed for student learners under the age of 18 . 

EMPLOYMENT COMMITMENT? Usually no commitment of full-time employment is 
expected on the part of employer or the old©* student. 
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My child, has my permission to participate in a 

(Name of Student) (Birth Date) 

school-to-work activity at beginning and ending . 

(Work Site Location) (Date) (Date) 

I will be responsible for arranging transportation (for my child to and (from the work site. My permission 
is given for nay child to receive emergency medical treatment in case of issypry or illness. I (understand 
that school personnel will not be present when the stndent ns at the site and oil not be responsible for my 
child. 



TO BE COMM OTTO BY THIS SCHOOL MPW^FNTATWR: 

Name of Employer: . 

Address of Employer: ; 

Nature of Work: 



Are employees/workers at this work site engaged in hazardous occupations? Yes No 

Will the school-to-work ©pportnnity for this stndent involve a hazardous occupation as defined nnder the 
Federal guidelines? Yes . No 

Nature of work in the school-to-work opportunity: 

Employer/Contact: Phone: 

TO M (COMPLETEB BY TME PARENTS OR CTAMMANs 

Transportation Arrangements: 

Home Address: Home Phone: 

The district shal not be liable for any injuries sustained by the student's participation in this program. I 
have read the above information and fully (understand and agree with the content. 

(Parent/Guardian Signature) • (Date) (Work Phone) 

(Date) _ (Work Phone) 

BEST COPY AVAILABLE 



(Parent/Guardian Signature) 

Note: Return to coordinator. 
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Student’s Name: 




Birth Date: 


Student’s Home Address: 


Student’s Social Security Number 




Home Phone: 


School Name: 




Counselor 


Address: f 




Phone: 


: : : vtv, wM; !: Pv j 3»£:yiSl» 

: :: ktS :■».“ S»: JSS?? 1 !?! "yy.v : S::;: :-::j?: ; ::": j^S-; :%:; uk: k:$ 
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yjagusmce Coverage Yes/No 


FamSIv School) 


I^iroiTriilrtTf(?rr 


Liability and/or Bonding 




*£JIuUj Vwil 


Workers’ Compensation 


Health/Actident 


iconic oi jraeaius/Accioem 
Insurance Compa&v: . 


Insured: 


Poliicv 


(Note PBeac® iifaiitfSfiy who to [pravMtosjg coverage toy pllncta^ oh (X) toa fttoe oppraBirfafte cronc©^ 




_■ ■?•£-:• :>:&xw «i?:ts»f« ::■:«:* x« >: : : : »?.';»;»»: :•* >>•: Sfi & ilSWii 
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List medical information about the student that ™nM hs tmtmfiii in /-»«, «f on 


* 7 / 


Allergic to medications? ( ) Yes ( 

If yes, what medications? 


) No 


y. 


List any allergies or other medical problems of the student: 




1 ' i, *- ij,i ‘j — l. “ — ) — ? ' -j' " '£ji; ~ U.^. _ 






Parent/Guardian Name: 




WorkPlImara: 


Workplace Name/Address: 


Parent/Guardian Name: 




Worfe Pkssts: 


Workplace Name/Address: 


Parent/Guardi ob Home Address: 




Home Phone: 


Emergency Contact: 




Phone: 


I coarsest {for say child to receive emergency medical treatment fat sacg off Salary or ffltasoo, Tine information provided io 
accurate fto ftfoe 1 teft ®ff say kiao^Mge, 


Parent/Guardian ’ s Signature 




Date 


Parent/Guardiaa’s Signature 




Date 


Student’s Signature 




Date 



Note: TBaic few ahcuM ha kept om tflle at ocbcol Wt ftke oftufeift Jo portteljpoftias to> a ochad-to-work QdUvftiy, a copy ofeoisM qSc® fes oa ffite 
aft ftfiiG work Gifts. 




SAMPLE 




Student’s Name: _ 

Address: 

Telephone Number: 

Age: 

Service Learning Site: 

Address: 

Telephone Number: . 

School: 

Coordinator: Telephone Number: 

Parent/Guardian: Telephone Number: 

AM parties jeioatly agree to the ffeffllQ'OTHHgs 

1 . There will b© no monetary compensation for participation in the project.- 

2. The experience shall be at a business/industry site directly related to the career interest 
expressed by the student. 

3. The parent or guardian shall be responsible to the school for the conduct of the student who is 
participating in the program. 

4. Safety instructions will be provided by the coordinator. 

5. Adequate insurance coverage for the student will be provided by: 

(List who has coverage: school, parents, business, eta) 

6. This agreement may be terminated after consultation with the coordinator, for due cause, or 
for unforeseen conditions. 

7. The site shall conform with all federal, state, and local labor laws while providing the student 
with a variety of work-site experiences. 



SS #: 

Date of Birth: Grade: 
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8. The ate shall provide ait evaluation of the student after the experience. . 

9. The student will remain at the site for an agreed upon time period. 

10. The student will report to the site on: 

sum. until P- m - 

(Date) ~ 

1 1 . The parent or guardian will provide transportation for the student to and from the site. 

12. Students will be accepted and assigned to service learning sites without regard to race, color, 
national origin, sex, handicap, or disadvantage. 



(School Administrator) 



(Employer) 



(Coordinator) 



(Student) 



PC: Employer/Agency 

Parent 
Coordinator 
Student’s file 




A S QHEE MJLIS 



1 SODSIMJ1LE 




Student’s Name: Soda! Security Number: 

Home Phone: Birthday: 

Student’s Career Objective: 

School/Address: 

Instructor: Pho?je: 

School-to-Work Coordinator: Phone: 

Employer Sate/ Address: 

Supervisor/Mentor: Phone: 

| SkMed WiM @=N& Esg>«msB® 



COMPMTOOES GIMBMG IPEMOBS 



— - — a 

^ * ; * 1 „ ! : ' ! 


1 i|i 1 


EDO 




i. 














2. 














3. 














4. 














5. 














6. 












_ 


7. 














| 8. 














9. 














! °. 














I’ll. 














12. 















If additt<o>niiaII space 5s snceded*, attach aim eniira sffneet of paper. 



(Parent/Guardian’s Signature and Date) (Student’s Signature and Date) 

(School Representative’s Signature and Date) (Employer’s Signature and Date) 

NOTE; It 5c tite {peflfcy df UEae ccIImkdS iJotrcct tffisot m psircoa ©a Ate toasfo ©f Brace, ©stes*, raH5g5ea ? EiatEcaall ©ragSm ®r 
amcesiiry, age, csh, i^airatoH states, toaadicop, oe* (SioaivoMag© oltaM lbs <$^rfa5®aM agaSaot, esd^iM ffiroma 
pairtkapatfcma m 9 <fa5edl flae feemdSte of or ©tSssertyScs fee caalbj&sted] tto dg^ir tefei atSoaa to omy jpregmsa ®cr activity. 




SAMPLE 




DATE: 

TO: 

FROM: . 

STUDENT: 

SUBJECT: 

A number of corporations, agencies, and businesses have expressed their commitment to the School-to- 
Work Transition Act of 1994 by agreeing to participate in the school district’s service learning program. 
Their responses represent the . opportunity for a mutually beneficial relationship among the schools, 
corporations, agencies, and businesses in this county. 

The school district’s program introduces the student to a particular career by pairing the student with a 
supervisor. The student will participate at the site for & specified period of time to develop a better 
understanding of the requirements of a particular career. Otoe of the objectives of the program is to 
recognize the unique interest of each student end provide career and job experience to help students 
become more focused on a career goal. 

Students must be. recommended to participate in the program. This form must be completed by the 
teacher. Please give your, candid assessment of the above student’s academic performance, intellectual 
promise, and personal qualities by completing the following check list. 



Cheek the appropriate responses; 





Excelemfi 


1 (GogmE 1 Fafijr 


Poor 


Motivation and attitude toward 
learning 










Ability to follow directions 










Attitude toward authority 


. 








Ability to work in groups 










Willingness to conform to rules and 
regulations 










Enthusiasm and interest toward school 
work 










Display of courtesy and respect 











Comments: 



NOTE: Return to coordinator 
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Student’s Name: 

Home Phone: 

Student’s Career Objective: _ 

School/Address: 

Instructor: 

School-to-Work Coordinator: 

Employer Site/Address: 

Supervisor/Menton 



Phone: 



Phone: 



[ 4SkiMei TSMkT_ \ 




(School Representative’s Signature and Date) (Employer’s Signature and Date) 

NOTE: Id Sc the peMcy off Site sdbooB district Stoat a® petfcoia ®a fee Gjaoio off race, c®0®r p reiligioa, EmtfiosanD origBia or 
anccsSiryj age, csno mariflofl eta' 4 , toamdlicap, or dBoodvoatoge ofcocaM fee (flicsrimiHaSed agaiaGtn escloded] ffroua 
participaSioD Ebi 9 desaied fifes IbsnEsfiSfia off or ofilheifwics lbs ratojoofisd to dlScc [rfEjainaantnoHi 5a aay progroBa ®p octSvito. 

If) 2 




Student: 

Service Learning Supervisor: 
Service Learning Site: 



Evaluate the sStadeM’s pertferaaausce ©slung flBae feiowniag ssaJ®. Mace a cBbccEs 5m 41he. space 
toeside eadh ra45rag which !bes4 sfiesciriilbes (tike sftmdsimft’s pietrfoinMafflee dtaraig the enpeirnemceo 





Enseiemtl I 


(Ee®d 


Fair 


Poor 


Attitude 










Punctuality 


. 








Cooperation 










Enthusiasm/Interest 










Courtesy 










Proper attire 










Willingness to accept guidance 










Willingness to conform to rules and 
regulations 










How would you rate the Service 
Learning Program? 











How could this program be improved? 



Comments: 



MOTE: Metam to ©adurdHiiaatoir 
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SAMPLE 




TO: 

(Name of Student)' 

FROM: 1 

(Nam® of School Coordinator) 

DATE: 

SUBJECT: Service Learning Assignment 

Your service learning experience is scheduled on: 



from 

with. 



to 



(Name of Company or Agency) 



(PM.) 



Your contact person at the job site will be: 



Hi s/Her phone number is: 
Company address: 



NOTE: If you have any questions atoout your assignment* please contact your school 
coordinator. GLetur® this completed tForaii to coordinator. 
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This is to notify you that will be excused from school on 

(Name of Student) 

; to participate in a service learning project. This is to be treated as a work- 

(Date) 

based learning experience. The student agrees to arrange for make-up work prior to the service 
learning project. 

Please sigra below to irndacate that you Sdsv® bee© ©ofiiHedL 



(Principal’s Signature) 



(Coordinator’s Signature) 



Teacher 






1 . 

2 . 

3 . 

4 . 

5 . 

6 . 

7 . 

8. 



NOTE: Returns) to coordiiniaftor 
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Student Name: 

Career Area: ; 

Service Learning Site: 

Place a check in the space b sside each rating which best describes your experience. 

1 . How would you rate the experience? 

Excellent Good Average Fair Poor 

2. Did the experience meet your expectations? 

Yes No 

3. Do you feel the supervisor exposed you to a variety of responsibilities related to your career 
interest? 

Yes No 

4. Did the experience change your mind about your career plans? 

Yes No 

5. What is the best thing that has happened to you in this program? 



6. How can the program be improved? 



Comments: 



NOTE: Retumn to coordinator 




inc 
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Sdhool: 
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Coordinator’s Name: 



For the Period: 



(Beginning) 



19 _ 



to 



(Ending) 



19 _ 




(Coordinator Signature) 

NOTE: St Os tlhe poBicy ®f tlsa ecfocol district OEast eo parson oia tks Iboaia off race, coBor, religion, nations! 
origin or ances try, Eg®, sen, aaoriteJ states, feaosSicop, or tBiiiadlvoiitQjp aBauaiM lb® diccriffliifflated against* 
excluded ffroma participation in, denied tit® bsmeffuto oft or otherwise fee rafejseted to diccsimiaation So a 
program or activity. 
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UTH CAROLINA SCHOOL-TO-WOIR 

>N GUIDE FOR 



WORK-BASED LEARNING 





SOUTH CAROLINA DEPARTMENT OF EDUCATION 
OFFICE OF OCCUPATIONAL EDUCATION 




BEMMMONs Shadowing tea short-term educational experience lasting one to eight hours that 
introduces a student to a particular job or career by pairing the student with an employee of a 
business, industry or an agency. The student (prot£g£) follows or “shadows” the employee for a 
specified time to better understand the requirements of a particular job or career. 

PTOIP©§I£: The purposes of a shadowing experience are to: 

o develop an awareness of the educational and technical skills required for entry level and 
advancement in a specific occupation; 

® become familiar with the work-site environment associated with the occupation; 

° identify the job-related characteristics required of the specific job or career, and 
o determine the level of student interest in an identified job or career and the educational 
requirements. 

ADVANTAGES: Shadowing experiences will provide several advantages for participating 

students. _ Students will be able to observe first hand the occupational duties and expectations 
required in a specific job or career and observe an employee performing on the job. Another 
major advantage is that the experience provides students an •information base to assist in career 
decisions that are more compatible with their personal interests and skills. Other advantages will 
enable students to: 

o increase motivation to excel in school; 

° broaden understanding of requirements of a specific occupation in the “real” world; 
o develop more self-confidence in working with adults and m job interviews; 
o improve positive self image; 
o increase peer recognition and acceptance; and 
o develop leadership skills. 

COIMEPONENTS FOM IMFLEMENTATIIONs Several components are necessary for the 
coordinator to implement in order to develop a successful shadowing program and may include 
the following: 

° design and complete needed application forms; 
o organize orientation sessions for administrators, faculty, and students; 
o survey employers and locate shadowing sites and sponsors; 

© develop awareness activities for student^ parents and employers for the shadowing program; 

° design confirmation notices for placement sponsors; 

© design procedures for student’s initial contact with placement sponsor and/or occupational 
role model; 

© devise parental permission form;. 

® develop learning activity experience plan with placement sponsor and student learner; 
o develop post-shadowing reports for placement sponsor and/or occupational role model and 
student learner; 

0 determine procedure for post-shadowing conference with student, and placement sponsor 
and/or occupational role model; 

© compile evaluation reports; 

o analyze and recycle information to strengthen future shadowing experiences; 

o design certificates of appreciation for firm and/or occupational role model; and 

© design method of rewarding students for satisfactory completion of the shadowing experience. 
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POLICIES AN© PROCEDURES; It is important that all partners are aware of responsibilities 
to provide a successful experience. 

° Each student will be assigned to a shadowing site based on a related career interest. 

° A shadowing agreement must be on file for each student participating in the program. 

© The student participating in the shadowing experience must remain at the business or agency 
for a determined minimum period of time. 

© An education representative will visit the work site prior to the placement. 

© The employee assigned to the shadowing student shall participate in the evaluation of the 
student’s interest, adaptability, and attitude d. fog the experience. 

© The student shall be given the opportunity to observe various phases of the occupation during 
the experience. _ 

® The student shall receive safety instructions from and be under the supervision of a qualified 
representative at the. shadowing site. 

© The school district shadowing program shall comply with all federal, state, and local labor 
laws and regulations. 

© The student must comply with the dress code at the shadowing site (if applicable). 

© The student will be counted present for any portion of the school day missed and will be 
excused from class. 

© The student may go to the work site directly from home. 

© School district personnel may not be present at the work site. 

© It is the policy of the school district that no person on the basis of race, color, religion, 
national .origin, ancestry, age, sex, marital status, handicap, or disadvantage should be 
discriminated against, excluded from participation in, denied die benefits of, or otherwise be 
subjected to discrimination in any program or activity. 

EMPLOYER’S RESPONSEBMiniES: The EMPLOYER, recognizing that a plan is being 
followed and that close supervision of the shadowing student will be needed, agrees to: 

© provide a variety of shadowing experiences for the student which will contribute to the 
exploration of his/her career goals; 

© adhere to all federal and state regulations regarding child labor, safety, and other applicable 
laws and regulations; 

® provide the coordinator with an evaluation of the student’s experience; 

0 consult the coordinator before dismissing the student; 

© provide no monetary compensation to the student for the experience; and 
o review the suggested activities for the shadowing student. 

STUDENT'S RESPONSnEULmSS: The SHADOWING STUDENT considers the 

experience an opportunity to explore a career and agrees to: 

© demonstrate honesty, punctuality, courtesy, a cooperative attitude, good grooming habits, 
appropriate dress, and a willingness to learn; 

© conform to the rules and regulations of the shadowing agency and the school; 

© complete questions for shadowing activities; 

© notify the school coordinator if it is necessary to be absent from the shadowing site; 
o furnish the coordinator with the necessary information and complete promptly all necessary 
reports; 

© be responsible for his/her transportation to and from the shadowing rite; 

© accept no monetary compensation for the shadowing experience; 

© be responsible for his/her lunch money during the shadowing experience; and 
© furnish the required clothing, safety items, and tools. 
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PARENTS’ mSPQNgMMTYs The PA1ENTS of the shadowing student, realizing the 
importance of the experience in the student attaining his/her career and educational goals, agree 
to: . 

o share the responsibility for the conduct of the shadowing student while on the experience; 
o accept the responsibility for the safety and conduct of the shadowing student while he/she is 
traveling to and from the shadowing agency and home; _ • 

q makff any inquiries concerning the shadowing student’s experiences through the coordinator 
rather than directly to the employer at the shadowing agency; 
q be responsible for the student’s lunch or lunch money during the shadowing experience; and 
o be responsible for the .required clothing, safety items, tools, and equipment the student may 
need during the shadowing experience. 

TEACHER'S KESPONSBBEJTY: The TEACMEB assumes the role of assisting in the design 
and implementation of the shadowing experience and agrees to: 

o help specify desired skill and competency levels; 
o help develop interdisciplinary, applied and project-based curricula; 
o integrate academic and vocations! teaching; 

© understand the nature of sequencing student’s planned workplace activity; 
o develop workplace readiness curriculum with employers; 
o explore workplaces and assess them for learning opportunities; and 

o join with employers to discover both the common and the different ways in which teachers 
and employers understand the challenges they face end the solutions they propose in preparing 
students for the future work force. 

COOMDINATOK'S MESFONSBBUILnrBESs The COOKBINATOK, representing the school, 
will coordinate the shadowing program towards a satisfactory placement of the student in his/her 
occupational field of interest and agrees to: 

o make arrangements for the potential placement of participating students; 

© visit the shadowing site prior to the student placement to consult with the employer and to 
assist in developing an observation plan; 
o assist in the evaluation of the shadowing student; . 

o inform the business or agency of the necessary federal and state regulations regarding child 

labor; and . . . . 

® notify schools within the district (coordinators of shadowing programs) of participating 
shadowing work sites. 

OBJECTIVE: Shadowing experiences should provide students .opportunities to explore various 
career options in the workplace and to learn about specific job skills and educational requirements 
in their career interests. The following objectives are important to consider in planning and 
implementing shadowing experiences. 

o recognize the unique interests of each student and provide individualized career exploration 
beginning in middle school to assist students in becoming more focused on career goals; 
o provide other career exploration experiences that may be valu hie to students; 

© encourage the development of personal traits of cooperation, courtesy, promptness, 
dependability, and respect in the workplace; 

© promote better understanding of the relationship between rigorous and relevant education and 
employment success; 

o facilitate transition from school to work; and 

© determine the requirements for students to participate in shadowing activities. 
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ElMDERGENCY HKTEOMMATTIION FORM: The emergency information form must include, at a 
minimum, the following: 

© student’s name; 

© student’s Social Security number; 

© appropriate medical information about the student; 

© insurance coverage for the student; 

© parents’ or legal guardians’ names; 

© parents’ phone numbers (work and home); 

© parents’ home address; 

© parents’ work addresses; 

© emergency contacts (names and phone numbers); and 
© signature of parent(s)/guardian(s). 



TIME COMMITMENT: Usually 4 to 8 hours and includes Grades 7-12. 

AGREEMENTS: Informal agreements may be used in shorter (1-2 hours) shadowing 

experiences but longer (6-8 hours) experiences need to be more formalized with defined 
agreements. District school personnel need to have partners complete forms that ensure a safe, 
successful student experience. 

ClffiBENTIALS: No credentials are awarded, but award recognition for students and 

employers may provide increased motivation. 

EVALUATION: Work-site evaluation of the shadowing student’s performance will be 
conducted by the employer. School personnel will monitor the progress of the student learner. 

TRANSPORTATION: Students and parents should provide transportation, and in some cases, 
the school or school district may make transportation arrangements for younger students to and 
from the work site. 

INSURANCE COVERAGE: Employers, school districts, students, and parents must complete 
forms documenting appropriate insurance coverage. All state and federal child labor laws must be 
followed for student learners under the age of 1 8. 

EMPLOYMENT COMMITMENT: Usually no commitment of full-time employment is 

expected on the part of employer or the older student. 
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My child, has my permission to participate in a 

(Name of Student) (Birth Date) 

school-to-work activity at beginning and ending — — _ — ■ 

(Work Site Location) (Date) (Date) 

I will fee responsible iTon* arranging transportation for nny child! 8© and! fro® the work sit®. My permission 
is given for nay child! to receive emergency medical treatment nun case off Injury or Illness. I understand 
that school personnel will not toe present when the student is at the site and will not be responsible for my 
child. 



TO BE COMTPff.T7.TT7.ro BY THIS SCHOOL MEPMSENTATSWs 

Name of Employer: 

Address of Employer : 

Nature of Work: 



Are employees/wortes at this work site engaged in hazardous occupations? 



No 




Nature of work in the school-to-work opportunity: 



Employer/Contact: Phone: 

TO BE COMPLRTEB BY TODS PAPTSNTif^ (fM OTAMGmN; 



Home Address: Home Phone: 

The district shall not be liable for any Injuries sustained by the student’s participation an this program. I 
have read the above Information and fiuMy understand and agree with the content. 

(Parent/Guardian Signature) (Date) (Work Phone) 

(Parent/Guardian Signature) 

Note; Return form to coordinator. 

O 
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Student’s Name: 




Birth Date: 


Student's Home Address: . 


Student’s Social Security Number: 




Home Phone: 


School Name: . 




Counselor: 


Address: 




Phone: 
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Parent/ Guardian Name: 




Work Phone: 


Worimlaoe Name/Address: 


Parent/Guardian Name: 




Work Phone: 


Workplace Name/Address: 


Parent/Guardiaa Home Address: 




Home Phone: 


Emergency Contact: 




Phone: 



Parent/Guardian’s Signature 



Date 



Parent/Guardian's Signature 



Date 



Student’s Signature 



Date 



Note: Inyo fora ohoeald! tue kept oa tile Qt ochoolL HIT the steitlemt to fortidpottag !a o octaoaB-to-woirts activity, a copy oEaoaM also fee oa fflte 



at the work oite. 
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Shadowing Student’s Name: 


Address: 


Telephone Number: 


SS #: 




Ape: Date of Birth: 


Grade: 





Business/Industiy: ; 

Address: — 

Telephone Number: - — 

School: 1 

Coordinator: Telephone Number: 

Parent/Guardian: Telephone Number: 

AM parties jointly agree 4® 4to© Mtowamgt 

1 . There will be ne monetary compensation for participation in the shadowing program. 

2. The shadowing experience shall be at a busmess/industry site directly related to the 
occupational interest expressed by the student. 

3 . The parent or guardian shall be responsible to the school for the conduct of the student who is 
participating in the shadowing program. 

4. Safety instructions will b® provided by the employer. 

5. Adequate insurance coverage for the student will be provided by: 

(List who has coverage: school, parents, business, etc.) 

6. This agreement may be terminated after consultation with the coordinator, for due cause, or 
for unforeseen business conditions. 

7. The shadowing site shall conform with all federal, state, and local labor laws while providing 
the student with a variety of observation experiences. 
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8. The shadowing site shall provide an evaluation of the student after the experience. 

9. The student will remain at the shadowing site for the identified minimum of time. 

10. The student will report to the shadowing site on: 

a a.m. until pm. 

(Date) 

1 1 . The parent or guardian will provide transportation for the student to and from the shadowing 
agency. 

12. Students will be accepted and assigned to shadowing sites without regard to race, color, 
nations! origin, sex, handicap, or disadvantage. 



(School Administrator) 



(Employer) 



(Coordinator) 



(Student) 



PC: Employer 

Parent 
Coordinator 
Student’s file 
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SAMPLE 




Student’s Name: 

Worksite: 

Address: 

Beginning Date: 

School: __ 

School-to-Work Coordinator: 
Student’s Career Objective: 



Social Security Number: 

Training Sponsor: 

Phone: 

Ending Date: 

Phone: 

Phone: 



Instructor’s Signature: Date: 

Student’s Signature: Date: 




1 . 

2 . 

3. 



5. 

6 . 

7. 

8 . 

9. 

10 . 
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NOTE: It ss the policy off the school district that mo percoa om the basis off rnce s colony REligs©m« national origin or 
ancestry, age, sea, marital status, hamdkap, or disadvantage oheaM he dlccriiasiniated sgoimst, escMod from 
partticipatSoB ha, demied the toeiaeffltto off or otherwise he subjected t® diccriimiiaatESKa nm anay program or activity. 




SAMPLE 




DATE: 
TO: _ 
FROM: 



STUDENT: I 

SUBJECT: 

k number of corporations and businesses have stressed their commitment to the School-to-Work 
Transition Act of 1994 by agreeing to participate in the school district’s shadowing program. Their 
responses represent the opportunity for a mutually beneficial relationship among the schools and 
corporations and businesses in this county. 

The school district’s shadowing program introduces the student to a particular occupation by pairing the 
student with a worker for a period of time. The student follows or shadows the worker for the agreed- 
upon amount of time to better understand the ra^uirememts of a particular career. One of the.olriectives 
of the shadowing program is to recognize the unique interest of each student and provide individualized 
career exploration whenever possible m order to help the student become more focused on a career goal. 

We have in place criteria for students’ participation in the shadowing program, one of which is & 
completed teacher recommendation form. Please give your candid assessment of the above student’s 
academic performance, intellectual promise, and personal qualities by completing the following check list. 

Check the appropriate responses? 





Escelemfi 


Gk&©dl 


Fair 


Poor 


Motivation and attitude toward 
learning 


* 








Ability to follow directions 










Attitude toward authority 










Ability to work in groups 










Willingness to conform to rules and 
regulations 










Enthusiasm and interest toward school 
work 










Display of courtesy and respect 











Comments: 
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TO: 

(Nam® of Student) 

FROM: 

(Name of School Coordinator) 

DATE: 

SUBJECT: Job Shadowing Assignment 



Your job shadowing experience is scheduled on: 



from 

with 



(Date) 
to 



(Name of Company) 



Your contact person at the job site will be: 



CBM.) 



His/Her phone number is: 
Company address: 



NOTE; If you have any questions shout your jeh shadowing assignment, please contact 
your school coordinator. Ketiunm this completed, form to coordinator. 
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This is to notify you that . will he excused from school on 

(Nam® of Student) 

to participate in job shadowing. This is to he treated as a work-based 

(Date) 

learning experience. The student agrees to arrange for make-up work prior to the job shadowing. 



Pkas® sign Mow 4® 



indicate 4lna4 y©ffi have be®sa 



©oftSSIedl. 



(Principal’s Signature) 

Teacher 

1. 

2 . 

3. • 

4. 

5. 

6 . 

7. x 

8 . 



(Coordinator’s Signature) 

gentofiegt 



NOTEs Meftnarm 4® sooirdlSiianfter 
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Name: Home Phop' 5 ' 

School: School Phone: 

Coordinator: 

Shadowing Agency: 

Shadowing Supervisor: 

Shadowing Occupation 



SUGGESTED ACTIVITIES; 



1. Introduce the student to the staff. 

2. Explain the occupation being observed. 

3. Tour the facility (if possible/practical). . . 

4. Create a small activity for the student to perform which is related to the career. This activity could be 
planned in advance of the student’s arrival. 

5. Expose the student to the same routine a new employee would experience. 

6. Answer questions that the student has regarding the job. 

OFFERS ANSWERS TQ TME FOLLOWING QUESTIONS? 



1 . 

2 . 



3. 

4. 

5. 

6 . 

7. 

8 . 

9. 

10. 

'll. 

12 . 



Describe the employee’s occupation. (What are his/her duties?) # . 

Describe the working conditions associated with the employee’s position (i.e., physical working 
conditions, amount of overtime required, stress level, amount of responsibility, amount of travel 

What is the employee’s educational background? What school subjects does he/she feel would be 
most helpful to prepare for this position? 

What does the employee enjoy most about this position? 

What does the employee find most difficult, stressful, etc., about this position? _ _ 

What recommendations would the employee offer to someone who is interested in entering a similar 
position? , 

In the employee’s opinion, what type of attitude, personality traits, or personal characteristics are 
important in order to be successful in his/her career field? 

What opportunities are there for advancement in this career field? 

Describe this employee’s role in supervision. 

What are the starting salaries and educational requirements at this company for persons who hold 
positions similar to the one that the student is observing today? _ # _ 

What does this company do to encourage its employees to continue their education? 

What are some good ways for the student to fins out about this career? 



NOTE: It is the policy of the school district that no person ®m the basis off race, color, religion, national origin^or 
ancestry, age, css, marital status, handicap, or disadvantage sfeossld tee discriminated against, encltaded from participation 
in, denied the bemetfiito off or otherwise be rabjjccted to diocrinsiaatSoEL its omy proycm or cctnvity. 

BESTCOPY AVAILABLE 
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Student: 

Shadowing Supervisor: ' 

Shadowing Site: 

Evaluate the studemt’s jperSoManic© oasiiug tOae folllowSmg seal!©. Pllac© a ©beck 3m tbe space 
beside eacSfl rating which best describes tbe stmdemt’s peribrasamce durirng the shadowing 
esperiemce. 





Esedllemt 


(Gk&oril 


Fair 


Poor 1 


Attitude 










Punctuality 










Cooperation 










Enthusiasm/Interest 










Courtesy 










Proper attire 










Willingness to accept guidance 










Willingness to conform to rules and 
regulations 








j 


How would you rate the Shadowing 
Program? 








1 



How could this program be improved? 



Comments: 



NOTE: Meteara to coordinator 
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SAMPLE 




Student Name: : 

Shadowing Site: 

School: Telephone: 

Address: i 

Required safety items (if applicable): 

Required tools/cquipment (if applicable): 

Date: Time arrived: Time left: 



Please answer the ffflimwmg questions,, 

1 . Describe the employee’ s occupation and duties. 

2. Describe the working conditions associated with the employee’s position (j.e., physical working 

I conditions, amount of overtime required, stress level, amount of responsibility, amount of travel 

required, etc.). 

3. What is the employee’s educational background? What school subjects does he/she feel would be 
most helpftsl to prepare for this position? 

4. What does the employee find most difficult, stressful, etc., about the position? 

5. What recommendations did the employee offer to someone who is interested in entering a similar 
position? 

6. What does the employee enjoy most about this position? 

7. In the employee’s opinion, what type of attitude and personality traits are important in order to be 
successful in his/her career field? 

.8. What opportunities are there for advancement in this career field? 

9. Describe this employee’s role in supervision. (Does he/she supervise other people? What is 
involved in supervision? Who supervises his/her position?) 

10. What are the starting salaries and educational requirements for people who hold positions similar to 
the one you are observing today? 

1 1. What does this company do to encourage its employees to continue their education? 

12. What are some good ways for students to find out more about this career? 



NOTE; Kettum Srn cooirdlimatoir 
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Student Name: 

Occupation Shadowed: 

Business. •'Industry: 

Place a check in the space beside each rating which best describes your shadowing experience. 

1 . How would you rate the shadowing experience? 

Excellent Good Average Fair Poor 

2. Bid the experience meet your expectations of the occupation? 

Yes No 

3. Do you feel the supervisor exposed you to a variety of responsibilities related to the 
occupation you were exploring? 

Yes No 

4. Bid the experience change your mind about your career plans? 

Yes No 

5. What is the best thing that has happened to you in this program? 



6. How can the program be improved? 



Comments: 



NOTE: Metaurm flo coerdimiater 
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Coordinator’s Name: 

For the Period: 19 to — _____ — _ 

(Beginning) (Ending) 




(Coordinator Signature) 

NOTE; 14 is die poSicy that bo persoa oa Slhe basis off race, color, religioia, naflkaiaS ©rigid or amcectiry, age, 
ess, marital ctatsac, handicap, os- disadvantage ohosid lie iSecriEmliiaafied ogaaasS, esetaded fflrosa parddpadom 
im, demied) atoe feemefato off or oSfoeirwice be rab^eded (So dicsriaateafii®® 5® a ptrogra® or edivilfly. 
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SOUTH CAROLINA DEPARTMENT OF EDUCATION 
OEIEICE OF OCCUPATIONAL EDUCATION 




Mentoring is a relationship between a student and an adult or mentor who guides and _ helps the 
student, especially in the furtherance of his/her career. This one-on-one relationship with a 
supportive, caring adult provides a student individual support to assist him/her in connecting the 
expectations and responsibilities between school and work. This relationship can take many forms 
and may include a variety of interactions between mentor and protdgii. School districts are 
encouraged to create a broad spectrum of mentoring opportunities to support local school-to- 
work efforts. Mentoring may begin as early as middle school to provide students opportunities to 
explore career options m fields of interest. These opportunities provide intermediate steps for 
students to link to a youth apprenticeship program beginning in the eleventh _ grade. Many 
employers consider the skills that may be learned through mentoring as essential skills to be 
successful in the workplace. The South Carolina Chamber Skills Survey identified many of the 
needed workplace skills and include the following: responsibility, self-management, self- 

confidence, integrity, and honesty. These skills are best learned in a mentor relationship with the 
student. 

Research has shown that people who do well in life benefited from mentor-student relationships. 
For adults, having a mentor is associated with greater job satisfaction, better performance, 
increased self-confidence, mastery of skills, and access to materials previously unavailable to 
them. If it is true for adults,' it is even more true for students. 

Mentoring includes and extends from school, community, and work site. A mentor can serve as 
an adviser and role model who may be missing from a student’s life to provide guidance to the 
student to explore new experiences and provide adult support and attention to encourage the 
student to plan for the future. Mentoring programs can be, and are, as varied and different as the 
needs of communities and the students living within them. 

TYPES OF MENTORS 

o WorMiasedk An employee or other individual, who is approved by the employer at the 
work site; who possesses die skills and knowledge to be mastered by a student learner, who 
instructs, critiques the performance, challenges the student to perform well; and who works in 
consultation with educators and employers of the student. 

o School-Based; A professional educator employed at a school who is designated as the 
mentor for a particular student and who works in consultation with other educators and 
possibly employers for older students to provide support and monitor the progress of the 
student learner in school and at the work site. 

o Cosmnmmmiifly-lBSased; An adult or mature individual within the community who assumes a 
mentor or a role-model relationship for a particular child or youth; who works with educators, 
community-based agencies, and employers of older students to provide guidance and support; 
and who monitors theprogress of the child and youth in the home, at school, and at the work 
site of older students if needed. 
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©EMMSION: Work-based mentoring links a student with a work-site mentor at a local 

business. The mentor relationship may be for one to two years, five hours or more each week, 
with the protogS receiving instruction in work force reauirements in specific job skills and 
developing knowledge of th© work-sit© environment through experiences such as youth 
apprenticeship, internship, or cooperative education. 

The way to successful work-based learning is linking a youth apprentice, intern, or cooperative 
education student with a supportive adult referred to as a mentor. A mentor provides guidance 
and encouragement to the student learner to build self confidence and self-esteem, as well as being 
involved in tutoring, coaching and teaching the student learner skills needed in completing work 
tasks and job responsibilities. 

MMLE OF MENTOR: The mentor assumes a number of responsibilities that include: 

® introducing the student learner into the business- and establishing expectations; 
o providing instructions for the student learner; ... , , 

o evaluating the performance of the student learner using a corrective learning approach, and _ 
o counseling the student learner on matters related to work-site activities as well as encouraging 
good performance at school. 

MENTOR OMENTATION: Orientation sessions should be conducted for employers,' mentors 
and other individuals within the business who may be involved in the instruction of the student 
learners. The mentor training may include the following: 

o orientation to the purpose of the program; 
o expectations of the student, parent, employer and school; 
o instructional methods used to meet the different learning styles of students; 
o organization of work-site learning activities and connection with school-based learning 
activities; 

o recognition of individual differences in adolescent behavior; and 
o evaluation of student learner performance. 

Employers should require mentors and other individuals working with student learners to attend 
an orientation session prior to a student bong placed with the firm. 

MENTOR mSTOTCTlONAL METEORS: Hamilton and Hamilton (1993) described 

methods that mentors should use in teaching student learners about job tasks and responsibilities, 
and noted that: “apprentices begin by observing a mentor (coach) perform a task; then they learn 
to assist with the task; finally they are able to perform the task, first with assistance and eventually 
independently” (p.M). Th© mentor will use a variety of instructional methods that may include 
the following: 

o demonstrate task performances by doing the task while the student observes; 
o explain how to perform a task correctly; 
o explain why a task is performed a certain way; 
o monitor ami critique the student’s attempts to do the task; 

o model problem-solving by thinking aloud and demonstrating problem-soiving strategies; 
o initiate the student to the workplace culture; 
o advise the student on career directions and opportunities; and 
o inform the student of company personnel policies and procedures. 
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HOW PEOT&Q2S LSAMN: Mentors in the work site will assist youth apprentices, interns, 
and cooperative education students in learning the required work-based content material, will 
provide instruction on how to maize the applications in actual on-the-job activities, and will 
connect school-based learning. Students need to develop and use a variety of learning techniques 
and methods that include: 

© developing listening skills to follow instructions to complete tasks with accuracy in a safe 
manner; 

o practicing what has been taught through observing demonstrations by the mentor and then 
performing the activities with increasing speed and accuracy; _ 

o processing information to connect knowledge, skills and attitudes required to be successful in 
the workplace; # *, 

o performing real work and developing an understanding of the requirements of quality 
performance; .... 

o initiating the learning of assigned tasks and taking notice of opportunities for learning new 
tasks; ... ... 

o reflecting on work experiences that focus on long-term implications for career opportunities; 
and 

o developing self-evaluation techniques that enable mistakes and errors to be eliminated. 

POOCHES AH® PMOCEPTOESs It is important that all partners are aware of responsibilities 
to provide a successful experience. 

o The student will be assigned to a mentoring site based on a related career interest, 
o A mentoring agreement must be on file for each student participating in the program, 
o The student participating in the mentoring experience must remain at the site for a determined 
minimum -tiod of time. 

o An educational representative will visit the work site prior to the placement, 
o The mentor assigned to the mentoring student shall participate in the evaluation of the 
student’s interest, adaptability, and attitude during the experience, 
o The student shall be given the opportunity to observe various phases of the career(s) during 
the experience. 

o The student shall receive safety instructions from, and b© under the supervision of, a mentor at 
the mentoring site. 

o The mentoring program shall comply with all federal, state, and local labor laws and 
regulations. 

o The student must comply with the dress code at the. mentoring site (if applicable), 
o The student will be counted present for any portion of the school day missed and will be 
excused from class. 

© The student may go to the work site directly from home. 

a School personnel may visit the work site. . . . 

o It is the policy of the school district that no person on the basis of race, color, religion, 
national origin, ancestry, age, sex, marital status, handicap, or disadvantage should be 
discriminated against, excluded from participation in, denied the benefits of, or otherwise be 
subjected to discrimination in any program or activity. 

EMPIUQYEE’S KESIPONSKBHLmTHES; The EMPLOYEE, recognizing that a plan is being 
followed and that close supervision of the mentoring student will be needed, agrees to: 

o provide a variety of mentoring experiences for the student which will contribute to the 
exploration of his/her career goals; 

o adhere to all federal end state regulations regarding child labor, safety, and other applicable 
laws and regulations; 

o provide the coordinator with an evaluation of the student’s experience; 
o consult the coordinator before dismissing the student; 

o provide monetary compensation (if appropriate) to the student for the experience; and 
o review the suggested activities for the mentoring student. 
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STOTENT’S EESFONSEBBLOIES: The M3SHTOEMG OTIBENT considers the 

experience an opportunity to explore a career and agrees to: 

o demonstrate honesty, punctuality, courtesy, a cooperative attitude, good grooming habits, 
appropriate dress, and a willingness to leam; 
o conform to the rules and regulations of the mentoring site and the school; 
o complete questions for mentoring activities; 

o notify the school coordinator if it is necessary to be absent from the mentoring site; 
o famish the coordinator with the necessary information and complete promptly all necessary 
reports; _ # . . 

o be responsible for his/her transportation to and from the mentoring site; 
o accept no monetary compensation for school-based or community-based mentoring 
experience; 

o be responsible for his/ha - lunch money during the mentoring experience; and 
o furnish the required clothing, safety items, and tools. 

©SMOT^E: Mentoring experiences should provide students opportunities to explore various 
career options in the workplace and to learn about specific job skills and educational requirements 
of their career interests. The following objectives are important to consider in planning and 
implementing mentoring experiences. 

o recognize the unique interests of each student and provide individualized career exploration to 
assist students in becoming more focused on career goals; 
a provide experiences in various aspects of the careers that may be available to students; 
o encourage the development of personal traits of cooperation, courtesy, promptness, 
dependability, and respect in the workplace; 

o promote better understanding of the relationship between rigorous and relevant education and 
employment success; 

o facilitate transition from school to work; and 

o determine the requirements for students to participate in mentoring activities. 

EMERGENCE IDNEOMMATION MMMs The emergency information form must include, at a 
minimum, the following: 

o student’s name; 
o student’s Social Security number, 

° appropriate medical informali jit about the student; 
o insurance coverage for the student; 

° parents’ or legal guardians’ names; 
o parents’ phone numbers (work and home); 
o parents’ home address; 
o parents’ work addresses; 

o emergency contacts (names and phone numbers); and 
o signature of parent(s)/guardian(s). 

PARTICIPATION CMTEMAs Participation criteria is determined by the local school district 
and employers. 



TIME COMMITMENT: Time commitment in work -based mentoring varies from 5 hours to 20 
hours per week in a structured youth apprenticeship program, an internship, or a cooperative 
education program and may last from 1-2 years. 
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AGREEMENTS; A well-defined agreement among the mentor, educator, and parent es reached 
and signed. If the student is involved in a youth apprenticeship program, m mtemship program, 
or a cooperative education program, a formal memorandum of agreement is signed identifying 
responsibilities by all parties. 

WAGES AN® MATE OF PAY; Wages and rate of pay may be paid or non-paid and are 
determined by the business or agency. 

INSURANCE (HEALTM AN® LIABILITY); Insurance coverage must be documented by the 
employer, family, and school district. 

WORKERS 9 COMPENSATION; Workers’ Compensation must be provided for students who 
are 16 years of age and an the eleventh grade and participating in a work-site experience. The 
coverage may be provided by the school district or employer. 

EVALUATION; Students are evaluated periodically through a written assessment of 
performance, and the report is given to the student and school personnel. 

TRANSPORTATION; Transportation is usually provided by the parent for younger students 
but may be provided by the school district. 

EMPLOYMENT COMMITMENT; No employment commitment is made by the employer, 
mentor, or student. 

REGULATIONS AN® LAWS; All local, state, and federal requirements must be met under the 
child labor provisions. 

FOR ABBITIONAL MFORMATION, see Ymtik AppnentscesMp, M&msMp , and 
CaxopeFtB&ve EdmamUnim sections in this document. 
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DEFINITION; A professional educator or support personnel employed at a school who is 
designated as the mentor for a particular student and who works an consultation with other 
educators and possibly employers for older students to provide support and monitor the progress 
of the student Ieani@r in schoo! and st the work sate. 

ROLE OIF MENTOR? The mentor assumes a number of responsibilities that include: 

o being available to assist the student; 
o providing support to the student in decision making 
o assisting the student in planning career and evaluation goals; _ . 
o encouraging the student in a variety of academic, personal, and social issues; 
o assisting the student in career awareness and career exploration; and 
o seeking parental/legal guardian’s support. 

MENTOR ©MENTATIONS Orientation sessions should b© conducted for mentors who will be 
involved in mentoring students. The mentor training may include the following: 

o orientation to the purpose of the program; 
o expectations of the student and parent or guardian; 

o connection of school-based and community-based activities; ... j 

© recognition of different learning styles and differences in child and adolescent behavior, and 
o review of the mentoring program. 

ADVANTAGES; School-based mentoring experiences will provide several advantages for 
participating students. Students will be able to form a bond with a caring adult away from home. 
Other advantages for students include: 

o increase motivation to excel in school; 
o plan for future career and educational goals; 
o develop more self-confidence; 
o improve positive self-image; 
o increase peer recognition and acceptance; 
o learn to work with others; 
o gain self-respect; and 
o develop leadership skills. 

OBJECTIVES Mentoring experiences should provide the opportunity to build a bonding 
relationship between a student and adult that can take many forms and a variety of interactions 
between the mentor and student. The following objectives are important to consider an planning 
and implementing internship experiences: 

o recognize the unique interests of each student and provide assistance to students in becoming 
more focused on personal and career goals; 
o provide other career exploration experiences that may be valuable to students, 
o encourage the development of personal traits of cooperation, courtesy, promptness, 
dependability, and respect in school and in the workplace; . 

o promote better understanding of the relationship between rigorous and relevant education ana 
employment success; 

o facilitate transition from school to work; and .... 

o determine the requirements for students to participate an mentoring activities. 
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EMERGENCY INFORMATION FORM; The emergency information form must include, at a 
minimum, the following: 

o student’s name; 
o student’s Social Security number; 
o appropriate medical information about the student; 
o insurance coverage for the student; 
o parents’ or legal guardians’ names; 
o parents’ phone numbers (work and home); 
o parents’ home address; 
o parents’ work addresses; 

o emergency contacts (names and phone numbers); and 
o signature of parent(s)/guardian(s). 

TIME COMMITMENT*; Usually up to 5 hours per week and may last up to one year in Grades 
7-12. 

AGREEMENTS: Informal or formal agreements may be used. District, school personnel need 
to have parents complete forms that ensure a safe, successful student experience. 

CREDENTIALS: No credentials are awarded, but award recognition for students and mentors 
may provide increased motivation. 

EVALUATION; Evaluation of the mentoring experience will be conducted by the mentor and 
student. Progress of the student learner will be monitored. 

TRANSPORTATION; Students and parents should provide transportation if needed. 

INSURANCE COVERAGE; Employers, school districts, students, and parents must complete 
forms documenting appropriate insurance coverage if needed. All state and federal child labor 
laws must be followed for student learners under the age of IS. 

EMPLOYMENT COMMITMENT; No commitment of employment is expected. 
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’ ©EMOTITION: An adult or mature individual within the community who assumes a mentor or a 
role model relationship for a particular child or youth; who works with educators, comnuimty- 
based agencies, and employers of older students; who provides guidance and support; and who 
monitors the progress of the child and youth in the home, at school, and at the work site of older 
students if needed. 

ROLE OF MENTOMs The mentor assumes a number of responsibilities that indudes: 

o being available to assist the student; 
o providing support to the student in decision-making; 
o assisting the student in planning career and ©valuation goals; , . 
o encouraging the student in a variety of academic, personal, and social issues; 
o assisting the student in .career awareness and career exploration; and 
o seeking parental/legal guardian’s support. 

MENTOI& ©MENTATION: Orientation sessions should be conducted for mentors who will be 
involved in mentoring students. The mentor braining may include the following: 

o orientation to the purpose of the program; 
o expectations of the student, parent, or guardian; 

o connection of school-based and community-based activities; . 

o recognition of different learning styles and differences in child and adolescent behavior; and 
° review of the mentoring program. 

AWANTAGES: Community-based mentoring experiences will provide several advantages for 
participating students. Students will be able to form a bond with a caring adult away from home. 
Other advantages for students include: 

o increase motivation to excel in school; 
o plan for future career and educational goals; 
o develop more self-confidence; 
o improve positive self-image; 
o increase peei recognition and acceptance; 
o learn to work with others; 
o gain self-respect; and 
o develop leadership skills. 

OMECTWE: Mentoring experiences should provide the opportunity to build # a bonding 

relationship between a student and adult that can iake^many forms and si variety of interactions 
between the mentor and student. The following objectives are important to consider in planning 
and implementing internship experiences. 

o recognize the unique interests of each student and provide assistance to students in becoming 
more focused on personal and career goals; 
o provide other career exploration experiences that may be valuable to stuck .its; 
o encourage the development of personal traits of cooperation, courtesy, promptness, 
dependability, and respect in school and in the workplace; 
o promote better understanding of the relationship between rigorous and relevant education and 
employment success; 

o facilitate transition from school to work; and # _ # # ... 

o determine the requirements for students to participate in mentoring actavstaes. 
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EMERGENCY MFORMATHON FORMS The emergency information form must include, at a 
minimum, the following: 

o student’s name; 
o student’s Social Security number; 
o appropriate medical information about the student; 
o insurance coverage for the student; 
o parents’ or legal guardians’ names; 
o parents’ phone numbers (work and home); 
o parents’ home address; 
o • parents’ work addresses; 

o emergency contacts (names and phone numbers); and 
o signature of parent(s)/guardian(s). 

TIME COMMSTMENTs Usually up to 5 hours per week and may last up to one year in Grades 
7-12. 

AGREEMENTS: Informal or formal agreements may be used. District. school personnel need 
to have parents complete forms that ensure a safe, successful student experience. 

CREDENTIALS: No credentials are swarded, but award recognition for interns and mentors 
may provide increased motivation. 

EVALUATIONS Evaluation of the mentoring experience will be conducted by the mentor and 
student. Progress of the student learner will be monitored. 

TRANSPORTATIONS Students and parents should provide transportation if needed. 

INSURANCE COVERAGES Employers, school districts, students, and parents must complete 
forms documenting appropriate insurance coverage if needed. All state and federal child labor 
laws must be followed for student learners under the age of 18. 

EMPLOYMENT COMMITMENTS No commitment of employment is expected. 
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My child, . 



(Name of Student) 
mentoring activity at 



(Mentoring Site) 



. beginning . 



(Date) 



has my permission to participate in a 
and ending . 



(Date) 




StaSd >at^ iTpmS when tt» otaadent at tike site and *fli net be 

responsible for may child. 



TO BE CQMIPn^.TC.B BY TME gCBIOOIL TOFMSEMTATIW; 

Mentor: „ . Phone: 

Name of Employer: 

Address: 

Nature of Work:- 



Are employm/workers at this mentoring sate engaged an Bnasardons occupations? . Yes ... No 

Wall the school-to-worlk opportunity for this stndent anvoBve a hasardoaas occupation as defined nrader tine 
FederaB guidelines? __ , Yes N® 

Nature of work in the school- to-work opportunity: 



Transportation Arrangements: 

Home Address: — Home Phone: 

The district shall not be liable for any anjnries sustained toy ttBae stoadent’s participation an this program. 1 
Suave read the above Information and folly maderstand and agree watfia tbe content. 

(Parent/Guardian Signature) (Date) (Work Phone) 

(Parent/Guardian Signature) (Date) (Work Phone) 




Notes Iftetnim to coordinator. 




Student's Name: 



Birth Date: 



Student’s Home Address: 



Student’s Social Security Number. 
School Name: 



Home Phone: 
Counselor _ 











Phone: 














SmjKc 









Yea/Np 



1?nn>fflv 



Liability and/or Bonding 

Workers’ Compensation 

Health/ Accident 
Name of Health/ Accident 
Insurance Company: 



Insured: 



Policy #: 



(Notes Please identify who So providing coverage toy tglegfisig an (K) in the appropriate space.) 




List medical information about the student that would bs helpful in case of an emergency. 
Allergic to medications? ( ) Yes ( )No 

If yes, what medications? 



List any allergies or other medical problems of the student 











-jfj.viJi .jH.a "- 1 ?* w "' - i) VA 

MffirnTfc* 




Wmsfc Phone: 










Watfz Pborae: 







Parent/fiimydiism Honie Address; 


. 


Home Phone: 




Emergency Contact: _ . 




Phone: 


. ^ 1. - ■! N ! FTI r*LKL- 



I consent for my child to receive emergency medical treatment in care of injury or Slneoo. The information provided is 



Parent/Guardian’s Signature 



Date 



Parent/Guardian’s Signature 



Date 



Student’s Signature 

Note: This form ohouM bs kept on fills ot ochoaS. Iff the 
ot the work site. 



Date 



O 
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Is participating in o oshooi-to-work activity, a copy okould also bs 00 file 
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Student’s Name: Social Security Number: 

Mentoring Site: _ Metnitor: 

Address: Phone: 

Beginning, Bate: Ending Bate: — 

School: - Phone: 

School-to-Work Coordinator: Phone: 

Student’s Career Objective: 

Instructor’s Signature: B&t®: _ 

Student’s Signature: 



L.. 


vr 



A. 










. 5 . 










J. 





O. 










o. 





y. 





AU, 







- — 1 





rfst copy available 
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NOTE: It fio fibs policy off Aha citocol district fcit c® psrcoa ®ta ttfcs baoio off rase, soEorr, msOogjosa, EsatSotaoll ©rigim or 
amcesSiry 9 age, c$s, taaairiital ototao, HiMidllcapj ®sr diDa(Svamtog2 otorcaM &s teresuSantoS agalact, gkcIcmM ffiroci 
jsartEsapatioisi la, Alias Emesfilto off ©r ©fcroScs tes ratojesM) A® dJ^irfeateaflEca fia oay pir®gir£®a ©sr csflavtdy. 
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Name; Home Phone: 

g c h 00 l : School Phone: 

Coordinator: . — 

Mentoring Site: . — 

Name of Mentor: 

Mentoring Areas: 



% SUGGESTED ACTWSTDESs 

1 . Introduce the student to the staff. 

2. Explain the mentoring plan. 

3. Tour the facility (if possible/practical). . . . . T . . t 

4. Create a list of activities for the student to perform during his/her mentoring experiences. I his list 
should be planned in advance of the student's arrival. 

5. Expose the student to the same routine a new employes would experience. 

6. Answer questions that the student has regarding the job. 

raOVUMS ANSWERS TO THE FOLLOWING QUESTIONS; 



1 . 

2. 



3. 

4. 

5. 

6 . 

7. 

S. 

9. 

10 . 

11 . 

12 . 



Describe the mentor’s occupation. (What are his/her dudes?) _ _ ... , • 

Describe the working conditions associated with the mentor’s position (re.,. physical wortang 
conditions, amount of overtime required, stress level, amount of responsibility, amount ot trave 




most helpful to prepare for this position? 

What does the mentor enjoy most about this position? # 

What does the mentor find most difficult, stressful, etc., about this position? , . 

What recommendations would the mentor offer to someone who is interested w entering a similar 



position? , 

In the mentor’s opinion, what type of attitude, personality traits, or personal charactenstics are 
important in order to be successful in his/her career field? 

What opportunities are there for advancement in this career field? 

Describe the mentor’s role in supervision. , , . , 

What are the starting salaries and educational requirements at this company for persons who hold 
positions similar to the one you are observing today? _ ... . _ 

What does this company do to encourage its employees to continue their education? 

What are some good ways for the student to find out about this career? 



NOTE: H is rune policy of tftoe cstecol i f icfl tfeat ns® psncojj ©m flits toacis off race, «otor g re81gioia» biq««®esqJ origSis^or 

mceclpy, age, css, anarM ctatoc, foamiteaip, or iicaivamflage Mi tea iiosrimfaiatei agaia^ esctoM partoopatoon 
in, ieniei She itfflmefoflc off or otfeeraics tea ratojocflei to iSecrk^afliM oa any pmorasi ®r csflovifly. 



SAMPLE 




Mentoring Student’s Name: _____ - 

Address: — 

Telephone Number: SS#: 

Age: Date of Barth: Grade: _ — 

Employer: — — 

Mentor: — 

Mentoring Site: 

Address: 

Telephone Number: 

School: : 

Coordinator: Telephone Number. 

Parent/Guardian: • Telephone Number: — 

AED parties JcbSmnilly ngiree to tfiie Mtowaifflgs 

1 . There will be no monetary compensation for participation in the school-based and community- 
based mentoring program. 

2 The mentoring experience (if work based) shall be at an employer site directly related to the 
career interest expressed by the student. Monetary compensation may be paid for work- 
based mentoring, if appropriate. 

3 . The parent or guardian shall be responsible to the school for the conduct of the student who is 
participating in the mentoring program. 

4. Safety instructions will be provided by the employer . 

5. Adequate insurance coverage for the student will be provided by: 

(List who has coverage: school, parents, business, etc.) 

6. This agreement may be terminated after consultation with the coordinator, for due cause, or 
for unforeseen business conditions. 

7. The mentoring site shall conform witli all federal, state, and local labor laws while providing 
the student with a variety of observation experiences. 





8. The mentoring site shall provide an evaluation of the student after the experience. 

9. The student will remain at the mentoring site for an agreed upon time period. 

10. The student will report to the mentoring site on: 

a.m. until P- m - 

(Date) 

1 1. The parent or guardian will provide transportation for the student to and from the mentoring 
site. 

12. Students will be accepted and assigned to mentoring sites without regard to race, color, 
national origin, sex, handicap, or disadvantage. 



(School Administrator) 



(Employer) 



(Coordinator) 



(Mentor) 



(Student) 

PC: Employer 

Mentor 
Parent 
Coordinator 
Student’s file 






A SQSEMJILE 



© SOTEMJILE 
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SAMIPILE 




TO: 


(Name of Student) 


FROM: 






(Name of School Coordinator) 


DATE: 




SUBJECT: 


Mentoring Assignment 



Your mentoring experience is scheduled on: 





. 


(Date) 




from 




to 






_ (AM.) 




(P.M.) 


with 









(Name of Mentor) 



His/Her phone number is: 

Mentoring Site: 

Address: 



NOTE; HIT you tave amy apestaonac abcmt your memfiotraiffljg assngnaifflienatts, please contact youo* 
scHbooB cooirdinaatoir. E&etuirna Sihiis completed form to coonsflaEatoir. 




BEST COPY AVAILABLE 



will be excused from school on 



This is to notify you that 

(Name of Student) 

4o participate in mentoring. This is to be treated as a work-based 

(Date) 

learning experience. The student agrees to arrange for make-up work prior to the mentoring 
experience. 



Please sign bellow to iiadlncote that yosa haws beem BuoSSfied. 



(Principal’s Signature) 



(Coordinator’s Signature) 



SAMPLE 




DATE: 

TO: 

FROM: : 

STUDENT: 

SUBJECT: 

A number of corporations and businesses have expressed their commitment to the Schoo!-to»Work 
Transition Act of 1994 by agreeing to participate m the school district’s mentoring program, Their 
responses represent the opportunity for a mutually beneficial relationship among the schools and 
corporations and businesses in this county. 

The school district’s mentoring program introduces the student to a particular career by pairing the 
student with a meritor. The student and the mentor may he paired up to one year to help students better 
understand the requirements of a particular career. One of the objectives of the mentoring program is to 
recognize the unique interest of each student and provide individualized career exploration whenever 
possible in order to help students become more focused on a career goal. 

Students must be recommended for the mentoring program. One selection criterion is the teacher 
recommendation. Please give your candid assessment of the above student’s academic performance, 
intellectual promise, and personal qualities by completing the following check list. 



Chech the appropriate responses: 



• 


^ EscelDentt 


Good j Fair 


IPoor 


Motivation and attitude toward 
learning 










Ability to follow directions 










Attitude toward authority 










Ability to work in groups 










Willingness to conform to rules and 
regulations 










Enthusiasm and interest toward school 
work 










Display of courtesy and respect 











Comments: 
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Student: — — : 

Mentor: 

Mentoring Site: 

Evaluate (the student 5 s perfforHaanic© usSug (tin© IToIewainig scaHe. Mac© a ©BaesEs 5na She space 
beside each rating wMdn best describes the stodenatt'o performiimce during the snndowiing 
©speriemceo 



' a. .a Mz3~xxm=*=B=m- , . r 


Escelleiat 


(Gknodl 


Fate 


Pops’ 


Attitude 










Punctuality 










Cooperation 










Enthusiasm/Interest 










Courtesy 










Proper Attire 










Willingness to accept guidance 










Willingness to conform to rules and 
regulations 










How would you rate the mentoring 
experience? 











How could this program be improved? 



Comments: 



NOTE? Return to ©©ordSmattQr 
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SAMPLE 




Student Name: 

Mentoring Site: 1 

School: Telephone: 

Address: 

Required safety items (if applicable): 

t 

Required tools/equipment (if applicable): 

Date: Time arrived: Time left: 

Fleas® answer the ffoMownng questions* 

1 . Describe the mentor’s occupation and duties. 

2. Describe the working conditions associated with the mentor’s position (Le., ; physical working 
conditions, amount of overtime required, stress level, amount of responsibility, amount of travel 
required, etc.). 

3 . What is the mentor’s educational background? What school subjects does he/sh® feel would be 
most helpful to prepare for this position? 

4. What does the mentor find most difficult, stressful, etc., about the position? 

5. What recommendations did the mentor offer to someone who is interested in entering a similar 
position? 

6. What does the mentor enjoy most about this position? 

7. In the mentor’s opinion, what type of attitude and personality traits are important in order to be 
successful in his/her career field? 

8. What opportunities are there for advancement in this career field? 

9. Describe the mentor’s role in supervision. (Does he/she supervise other people? What is 
invoked in supervision? Who supervises .his/her position?) 

10. What are the starting salaries and educational requirements for people who hold positions similar 
to the ones you have been observing? 

11. What does this company do to encourage its employees to continue their education? 

12. What are some good ways for students to find out more about this career? 




NOTES Return to coordinator 
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Student Name: - 

Careers) Explored: 

Employer: 

Place a check m She space foesid© each rattog wMcE& Geest descrilbes your m®mt®iriimjg 
cspeirnmctSo 

1 . How would you rate the mentoring experience? 

Excellent Good Average Pair Poor 

2. Did the experience meet yow expectations of the occupation? 

Yes No 

3. Do you feel the supervisor exposed you to a variety of responsibilities related to the careers) 
you were exploring? 

Yes No 

4. Did the experience change your mind about your career plans? 

Yes No 

5. What is the best thing that has happened to you in this program? 



6. How cam the program be improved? 



Comments: 



NCDTEs IEetourna flo <E®®irdiiimatt®r 
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SdnooO: 



Stoudmfs 
Ham a®. 


Memtoiramg 

Site 


Site 

Address 


Telecom® 

Kfamlb'er 


Site 

Meimtor 


1. 


- - 








2. 










3. - 










4. 










5. 










6. 










7. 










8. 










9. 






• 




10. 










11. 










12. 


| 






13. 










14. 










15. 










16. 










17. 








/ 


18. 








■ - - 


19. 








| 


20. 








1 _ _ 
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Coordinator’s Name: 



For the Period: 





NOTES It 5o tbs jpolccy off tbs csbeofl ^strict that a® jprcoffl ©a tbs Gsqqbo off race, cototr, reSigtoas, aattSoiaaJ 
unrtgm or ameestrs?, ags, css, EBaritdt ofiatitso, bnadlicap, or <ffica<$vaiatage obosiM <$lcsntoatoaG<2<3 agaiast, 
esdtoded ffiroEa particnpatnom to, tostoiO tbs Otsmeffito etff or ottoerCTtce be ejected) G® (saoccrimtoatfea to a 



[program or os£5v8t§r. 
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IMPLEME 

WORK 



HOOL-TO-WO 
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ABMTEGNAL §CEGGL»T©«WOM GIPIPGETONirirnES 



This section includes additional sdhool-to-work opportunisms im which somm school districts may 
participate. Limited information in this section is provided for the following opportunities. 

Supervised Agricultural Experience (SAE) 

Coordinated Co-ops 
Part-Time Work 

School-Based Enterprises Training Plan 
Personal Mentoring 

If students participate in these opportunities, additional work will need to be done in developing 
forms and/or background information before a successful program can be launched. 
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BEMMTTOHs Supervised agricultural experience (SAE) is th© actual planned application of concepts 
and principles learned in agricultural education. Students are supervised by agracuMur© teachers in 
cooperation with parents/guardians, employers, ©nd other adults who assist them in the development and 
achievement of their educational poals. The purpose is to help students develop Mils and abiMies, 
leading toward a career by connecting school-based and work-based learning. 

PURPOSE: Through SAE programs, students “learn by doing” and apply agricultural knowledge and 
skills learned in the classroom and laboratory in an “away-from-the-classraom” setting. This helps to 
“bridge the gap” between education and employment and results in a thorough, more deeply founded 
learning experience. 

BENEFITS FOR-STUBENTS: Through participation in supervised agricultural experience programs, 
students: 

o make career and personal choice^ 

o develop critical thinking end decision-making skills; 

o expand agricultural competencies learned in the classroom and laboratory, 

o gam self-confidence; 

o refine human relations skills; 

o explore career/occupatioraal opportunities; 

o gain occupation experiences; 

o • apply record-keeping skills and team money management: 
o pursue individualized learning; 
o develop responsibility; 
o develop pride in ownership; 
o achieve independence; and 
o develop an appreciation of the work ethic. 

BENEFITS FOES. TEACHERS: The SAE benefits the agriculture teacher in the following ways: 

o improves school-community relations; 
o serves as a motivate a! tool to enhance teaming; 
o familiarizes the teacher with.new technologies and agricultural. practices; 
o promotes parental involvement and support of th© program; 
o develops public awareness of the agricultural education program; 
o improves the efficiency of agriculture in the community; 
o maintains and promotes an active EFA program; 
o keeps instruction practical, relevant, and industry-based; and 
o provides for year-round instruction. 

BENEFITS FOE EMPLOYEES? Employers also benefit since SAE programs: 

o provide a labor force skilled in technical and applied agricultural practices; 
o provide a labor force skilled in the work ethic; 
o provide a labor force experienced in interpersonal relations; 
o keep youth in the community; and 

o assist schools in keeping instruction relevant and current based on industry needs. 

PARTICIPATION IN SUPERVISE® AGRICULTURAL EXPERIENCE: School districts are 

encouraged to place qualified students in a work-based program; however, the number of students placed 
in SAE experiences will depend upon the number of opportunities available in the community. 

TECHNICAL ASSISTANCE: School districts are encouraged to seek technical assistance through 
workshops, conferences, and/or institutes provided by the State Department of Education or other 
sources. 
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AGE OF OTJBENT; School districts roust develop policies and procedures to ensure ,that , stadente 
• who participate in work-based opportunities are at least 16 years of ag®p in the eleventh grad®, adequately 
covered by insurance, and have permission of a parerat(s) or legal guardtm(s). 

STTOENT LEAENEE; Students usually are juniors and seniors who have defined their occupational 
plans and hav© thorough classroom instruction. 

MEMOTANMJM ©F AGEEEMENT; This agreement forms the basis for the student’s work-based 
and school-based education program. At the minimum, the following components should be included m 
the memorandum of agreement: 

o intent of the program; 
o dudes of the various parties; 

o competencies to be taught and assessed at the school level; 
o competencies to be taught and assessed at the employer level; 

o the time frame of the experience; _ • , 

o signatures of the student, school representatives), employer, and the student s parent(s) or legal 
guardian(s); . . 

o written permission of the student's parents or legal guardians for the student to engage m the schoo*- 
to-work experience; and 
o emergency information. 

EMERGENCY INFOEMATTON FORM; The emergency information form must be completed and 
include, at a minimum, the following: 



o student’s name; 
o student’s Social Security number, 
o appropriate medical information about the student; 
o insurance coverage for the student; 

o parents’ or legal guardians’ names and phone numbers (work and home); 
o parents’ home address and work addresses; 
o emergency contacts (names and phone numbers); and 
o signature of parem(s)/guardian(s). 

COMPETENCIES TO EE TAUGHT’; Teachers and work-sit® mentors or supervisors will develop 
school-based and work-based competencies to be mastered by the students). The competencies must be 
taught and assessed at the school level and at the employer site. 

AHTTCUILAT1ION AGREEMENTS; Secondary and ^ postsecondary educators should develop 
articulation agreements which enable students to esm Technical Advanced Placement (TAP) credit at the 
local technic^coUege. 



CREDENTIAL^); Students may receive a high school diploma, occupational certificate, associate 



EVALUATION; Work-site evaluation of the student’s performance will be conducted by the employer, 
mentor, or supervisor. School personnel will conduct regular on-site visits to monitor the progress of the 
student learner. 



TEANSPOETAHON; Students and parents should provide transportation. Ira some cases, the school 
or school district may make transportation arrangements for students to and from the work site. 

WSURANCE COVEEAGE; Employers, students and parents must complete forms documenting 
appropriate insuMic© covorag©. All state &mdl federal child labor laws snust be followed for student 
learners under the age of 18. 

EMPLOYMENT COMMITMENT; No commitment of full-time employment is expected on the part 
of employer or student. 

FOMMS; Forms for the supervised agricultural experience (SAE) and additional information can be 
found m Exp&irB&fficiiiftg A S&p&A?ss&$ JEsfp&v&/Q&<2 9 Bfct5©0a$! 

Future Fatranierg ®fT Araernca ©rganfeatlenig AlsEaradirnOj VirgDisiDQo 
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TIME COMMITMENT: 
o 3 years (grades 12-14) including summers 

WORK-BASED COMPONENT: . . ........ 

o complements and extends classroom learning, particularly in occupational/techxucal subjects 
o learning guided by workplace supervisor 

o participants selected by employer based on a mutually agreed-upon process 



SCHOOL-BASED COMPONENTS _ . .... , . ftl . 

o appropriate academic and occupational/teclhnjcal foundation provided in Grades 9-14 
o guidance and career counseling provided in Gradies 6-14 _ 

o course credit for work-based learning typically provided in Grades 12-14 . . . . 

o periodic seminar sessions guided by teachers to help students explore/synthesize experiences in tne 

o collaboration between college and school district to provide opportunities for early/advanced entry 
into associate degree programs 

o provision for students to continue their education (baccalaureate degree) 

AGSHSEMENTSs 

o work-sit© training agreement signed by employer, school, parent, student 

o separate, informal training agreement mutually agreed upon by employer and student tor post- 
secondary component 



CREDENTIAL^): , lAm , 

o high school diploma, vocational certificate, associate degree (and option for advanced tecnnoiogy 

certificate) 



WAGES AND OTHER WNANCIAL SUPPORT: 
o wages set and paid by employer 

o tuition and/or other financial assistance for postsecondary study (associate 



degree) provided by 



EVALUATION s 

o work-site learning evaluated by employer mentor 

o on-site monitoring by school or postsecondary personnel 

TRANSPORTATION: 

o student provides own 

INSURANCE: . 

o heaith/life insurance provided by student’s family; however, employers are responsible tor ottering 
coverage for students in paid work-based learning experiences if similarly classified employees are 
eligible for these benefits (S.C. Department of Commerce, “School-to-Work Transition Act 
Recommendations,” January 1 1, 1995, p. I); 

o accident insurance (to and from work rite) provided by district; 

O students participating in paid work-site experiences must be covered for workers’ compensation 
under the Code of Laws of S.C., section 42-7-60, 1976, as amended; and 

o parents should be required to sign a waiver for each student’s participation in a work-site learning 
experience. 



RENEFITS TO STOTENT AN© EMPLOYER; , . . . 

o student gains technical and general workplace skills and advanced stamdang/tuition assistance tor 

postsecondary study , . x .. - ,, . . . . 

o employer has specific tasks completed for reasonable wage and opportunity to hire rail-time a student 

with three years’ structured work experience 

FULL-TIME EMPLOYMENT (COMMITMENT UPON COMPLETION; 
o no commitment on the part of employer or student 

MEC1D1LATIONS; . . 

o locally developed and agreed upon (except for the state and federal requirements regarding record 

keeping and reporting for the high school part of the program). 

NOTE; When! students ©uter the postsseorodsiry ©©mpomemtt off the programs responsibilities off 
school districts as described above would be assumed by the posttsecoudary imstSttutionn. 

SOURCE; Partnership (for Academic aid Career Education 
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TIME COMMITMENTS 

o up to 20 hours per week for undetermined amount of time 

WORK-BASE© COMPONENT; 
o supervisor assigns ail duties and oversees performance 

SCHOOL-BASE© COMPONENT; „ , . . . . , . 

o no structured relationship exists between school and work except for basic academic xoundation 

and/or some occupational skills training (e.g., computer keyboarding) 

AGMEMENTSs 

o no agreements exist between the school and the employer 

Cm©ENTIAL{§): 
o none 

WAGES AN© OT HE R MNANOAL SUPPORT; 
o wages set and paid by employer 

EVALUATION; • ^ J p 

o work supervisor evaluates performance in accordance with standard company policy 

T1MNSPORTATION;- 
o student provides own 

INSURANCE; . . , , „ 

o accident insurance (to and from work site) provided by student s family policy 
O accident insurance (on-the-job) provided by company’s workers’ compensation plan 

BENEFITS TO STUBENT AN© EMPLOYE©; 

o student earns a wage and gains a general understanding about workplace requirements 
o employer gets specific tasks completed for a reasonable wage 

FULLeTIME EMPLOYMENT COMMITMENT UPON COMPLETION; 
o no commitment on the part of employer or student 

REGULATIONS; . 

o none, other than what employer would normally comply with for any part-time employee 

SOURCE; PartaersMp (For Academic and Career Edmcatnem 



0 Part-Time Work is not a bona fide structured work-based (sshool-to-woric) experience in which 
students receive high school credit. 
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Student’s Name: 

Worksite: 

Address: 



School: 



School-to-Work Coordinator: 
Student’s Career Objective: _ 



Instructor’s Signature: 
Student’s Signature: _ 




1 . 

2 . 

3 . 



5 . 

6 . 

7 . 

8 . 

9 . 

10 . 
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TIME COMMITMENTS 

o up to 5 hours per week for approximately 1 year 



WQRMASEB COMPONENT; 

o time usually spent ©fif-sif in activities such as a cook-out, outdoor hike, visit to the zoo, etc. 
o mentor serves as a role Model to the student by providing encouragement and guidance on a vanety 
of personal, social, and educational issues 

SCHOOI^BASE© COMPONENT; ... 

o typically, no structured relationship exists between school curriculum and mentor activities except for 
basic academic foundation. However, in some cases the mentor may help reinforce specific concepts 
taught in the school curriculum, with assistance from the teacher. 

AGM&EMENTS; 

o dear agreement among the mentor, school/teacher, and/or parent is reached, hut may or may not be 
formally signed by all parties 

CKBENTIIA]L{§); 
o none 

WAGES AN© OTHER kWANCTAL SUPPORT; 
o typically unpaid without any special benefits or financial support 

EVALUATIONS 

o mentor periodically completes a written evaluation 

o school personnel typically remain in dose contact with the mentor on a regular basis 
TRANSPORTATION; 

o usually provided by the parent fbr younger students 
INSURANCE; 

o provided by family or school district policy 
BENEFITS TO STUBENT AN© EMPLOYER; 

o student benefits from greater self-confidence, improved decision-making abilities, and/or enhanced 
academic skills 

o mentor benefits from personal satisfaction in helping a young person become more motsvated, 
focused and successful 

FULLpTEME EMPLOYMENT COMMITMENT UPON COMPLETION; 
o no committment on the part of employer mentor or student 

REGULATIONS; 

o jf any, they would be locally developed and agreed upon by all parties. 

SOURCE; PartaersMij) (for Academic and Career Education] 
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